)

EFFECTIVE FROM
REVIEW DATE

VERSION 3

ATTENDANGE POLICY



TABLE OF CONTENTS

Purpose 02

Scope and Responsibilities 02
Provision Context 04
Attendance Expectations 04
Reporting Absence 05
Daily Procedure 05

Lateness 06

Monitoring, Recording and Supporting 06
Persistent Absence 08
Severe Absence 08
Escalation and Statutory Intervention 08
Missing Children 09
Working Together 11

Policy Review 11




ATTENDANGCE

Purpose

Fast Forward Vocational Training Ltd is committed to securing high levels of attendance,
engagement, and punctuality for all learners. Attendance is fundamental to safeguarding,
educational progress, personal development, and preparation for employment and adult life.

This policy sets out the organisation’s approach to promoting, monitoring, and improving
attendance. It ensures clear expectations, consistent practice, and effective partnership
working with learners, families (where appropriate), commissioning schools, employers,
Local Authorities, and other agencies.

The policy supports compliance with Department for Education (DfE) guidance,
safeguarding requirements, and funding and contractual expectations.

Why Attendance Matters

Consistent attendance enables learners to access high-quality education and training,
develop vocational and personal skills, and achieve positive long-term outcomes.

Fast Forward Vocational Training Ltd recognises that attendance is closely linked to:
« Educational attainment and qualification outcomes
« Safeguarding and learner wellbeing
« Progression into employment, training, or further education
« Development of independence, resilience, and responsibility

We also recognise that learners may face barriers to attendance, including health, wellbeing,
anxiety, SEND needs, caring responsibilities, and external vulnerabilities. Our approach
balances high expectations with appropriate understanding and support.

Principles

Our approach to attendance is underpinned by the following principles:
 Attendance is a safeguarding and educational priority.
« High expectations are maintained for all learners.
. Earlyidentification of absence leads to early intervention.
- Barriers to attendance are understood, not assumed.
« Support is personalised, proportionate, and learner-centred.
« Attendance is everyone’s responsibility across the organisation.
. Effective partnership working improves outcomes for learners.

Scope and Responsibilities
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This policy applies to all learners, staff, volunteers, and visitors at Fast Forward Vocational
Training Ltd. It covers all learning environments, activities, and events organised by the
organisation, including on-site learning, work placements, enrichment activities, and any
off-site provision delivered on behalf of commissioning schools or local authorities.

Senior Leadership / Management
« Ensure the policy is implemented consistently and fairly.
Monitor effectiveness and compliance.
Provide support and training for staff.
Promote a culture of high attendance and punctuality.
Ensure attendance arrangements support safeguarding responsibilities.

Teaching and Support Staff
« Apply attendance procedures consistently.
Promote positive attendance and punctuality.
Complete registers accurately and promptly.
Record and report attendance concerns.
Support learners to overcome barriers to attendance.

SENCO / Specialised Support Roles (where applicable)
« Support learners with additional needs.
. Advise staff on reasonable adjustments and individual support strategies.
« Contribute to attendance support planning where required.
« Work collaboratively with families and external agencies.

Attendance Manager
« Oversee attendance systems and ensure compliance with procedures.
« Monitor and analyse attendance data.
« |dentify trends, concerns, and safeguarding risks.
« Coordinate attendance interventions.
. Liaise with families, commissioning schools, local authorities, employers, and external
agencies.

Head of Centre
« Regularly review attendance policy and procedures.
. Evaluate the effectiveness of attendance strategies.
« Promote high expectations for attendance throughout the provision.
« Ensure attendance arrangements support learner welfare and safeguarding.

Attendance Champion
Fast Forward Vocational Training Ltd has a designated Senior Attendance Champion
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responsible for leading and promoting attendance improvement across the provision.
Attendance Champion: Amber Oetegenn
Contact: 01482 460464

Provision Context

All learners, including post-16 learners for whom Fast Forward Vocational Training Ltd is
their main education provider, are expected to attend all scheduled sessions.
Attendance is carefully monitored and, where appropriate, reported to commissioning
schools and local authorities to ensure statutory requirements are met and learners
receive timely and appropriate support.

Fast Forward Vocational Training Ltd works in partnership with commissioning schools
and local authorities to ensure accurate and timely sharing of attendance information.
For alternative provision (prel6 learners) the commissioning schools retain overall
statutory responsibility for attendance, the provision supports this responsibility by:

- Completing registers at the start of each session.

« Sharing attendance information within 30 minutes of the session start time where

required.
« Communicating attendance concerns promptly.
« Supporting safeguarding and attendance interventions.

Attendance is recognised as a key safeguarding indicator. Poor attendance may
indicate unmet needs, vulnerability, exploitation, mental health concerns,
disengagement from education, or other safeguarding risks. Attendance concerns are
therefore considered alongside wider welfare and safeguarding information.

Attendance Expectations

The standard provision day runs from 9:30am to 2:30pm unless otherwise agreed.

Fast Forward Vocational Training Ltd promotes attendance of 100% wherever possible
and expects all learners to attend regularly and punctually. Attendance below 90% will
be regarded as a significant concern and may trigger additional monitoring, support
planning, and intervention.

Learners are encouraged to:
« Attend all timetabled lessons, workshops, reviews, and training sessions wherever
possible.
« Arrive on time and ready to engage in learning.
« Inform the provision as early as possible if they are unable to attend.
« Maintain respectful communication regarding attendance and wellbeing concerns.



ATTENDANGCE

- Engage with support offered to help overcome barriers to attendance.
« Catch up on missed learning where appropriate and reasonable.

Parents/Carers (where appropriate) are expected to:
« Support regular attendance and punctuality.
Report absence on the first day and on each subsequent day of absence.
Provide areason for absence.
Notify the provision of any circumstances affecting attendance.
Engage with support offered to improve attendance.

Where learners are aged 18 or over, attendance communications may be directed to the
learner unless safeguarding concerns, funding requirements, or other lawful reasons require
communication with parents, carers, or authorised professionals.

Where attendance difficulties arise, the provision's focus will be on understanding the
reasons for absence and identifying appropriate support measures to help the learner re-
engage successfully.

Reporting Absence

If a learner is unable to attend, the learner, parent/carer (where appropriate), employer,
commissioning school, or relevant professional should notify the Attendance Officer as
soon as possible, providing the reason for absence and, where known, the expected return
date. Absences, lateness, or attendance concerns should be reported to:

Email: admin@fastforwardschool.com

Telephone: 01482 460464

Early communication helps the provision provide timely support, minimise disruption to
learning, and ensure any safeguarding concerns are identified promptly.

Daily Procedure

If a learner does not attend at the expected start time, the instructor will notify the Fast
Forward Vocational Training central office immediately. The Attendance Lead will then
contact the commissioning school and/or parent/carer (where appropriate) to inform them
of the absence and establish the reason for non-attendance.

Where a reason is provided, this will be accurately recorded on the learner’s record and
shared with the learner’s main educational setting in a timely manner. This process will be
completed within one hour of the start of the provision day.
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Where contact cannot be established, or where there are concerns regarding the learner’s
safety or wellbeing, the provision will follow safeguarding procedures without delay. This will
include liaison with the Designated Safeguarding Lead, commissioning school, and where
necessary relevant external safeguarding agencies.

All actions and contact attempts will be recorded on the learner’s file.
Lateness

Registers close 30 minutes after the start of each session. Learners arriving after the start
of a session will be recorded in accordance with the attendance recording arrangements
agreed with commissioning schools, local authorities, funding requirements, and applicable
Department for Education guidance. Persistent lateness will be monitored and addressed
through appropriate support and intervention.

Repeated lateness may indicate wider attendance, welfare, or safeguarding concerns and
may be managed in accordance with safeguarding procedures.

Monitoring, Recording and Supporting Attendance

Fast Forward Vocational Training Ltd maintains accurate, secure, and auditable attendance
records for all learners. Attendance is recorded for every session using the designated
registration system. Standard attendance codes and recording procedures are used
consistently across the provision. Registers are completed promptly at the start of each
session and are securely stored, with access restricted to authorised personnel only.

Attendance data is reviewed regularly to identify patterns, trends, emerging concerns,
persistent absence, persistent lateness, and potential safeguarding risks. This ensures that
concerns are identified at the earliest opportunity and appropriate action is taken without
delay. Attendance information is processed, stored, and shared in line with data protection
legislation and organisational procedures. Further information is available in the
organisation’s GDPR and Data Protection Policy.

Fast Forward Vocational Training Ltd promotes a positive culture of attendance through clear
expectations, positive reinforcement, and recognition of achievement. Attendance,
punctuality, engagement, and participation are actively encouraged as key factors in
learners’ success in education, employment, and independent living.

Where attendance concerns arise, the provision responds promptly and proportionately.
Early intervention is prioritised to prevent barriers to learning from becoming entrenched.
The provision recognises that some learners may face barriers to attendance. Particular
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consideration is given to:
« Learners with Special Educational Needs and Disabilities (SEND)
« Learners with Education, Health and Care Plans (EHCPs)
. Looked-after children and previously looked-after children
- Youngcarers
« Learners experiencing social, emotional, mental health, or wellbeing difficulties
« Learners affected by safeguarding concerns
. Learners at risk of disengagement, exclusion, exploitation, or poor outcomes

Support is personalised and may include:
« Pastoral mentoring and wellbeing support
« Attendance mentoring
« Attendance Improvement Plans
« Reasonable adjustments where appropriate
« Regular communication with learners, families, and professionals
« Access to specialist support services
« Multi-agency working
« Collaboration with commissioning schools, local authorities, and external agencies
« Reintegration and transition support where appropriate

Where attendance begins to decline, a learner is absent unexpectedly, or a learner
does not return as planned, appropriate contact will be made with the learner,
parent/carer (where appropriate), commissioning school, employer, or relevant
professional to identify concerns and agree support.

Where absence is prolonged or attendance difficulties continue, additional reviews,
support meetings, or multi-agency discussions may be arranged to ensure the learner
remains engaged in education and training and continues to receive appropriate
support.

Attendance concerns are always considered alongside wider educational, welfare,
safeguarding, and support needs to ensure learners receive timely and appropriate
intervention.

Attendance Support Meetings

Where attendance continues to be a concern, an Attendance Support Meeting may be
arranged with the learner and relevant adults.

The purpose of the meeting is to:
« Explore barriers to attendance.
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Review support already provided.

Agree practical actions and support strategies.
Set realistic attendance targets.

Promote successful re-engagement with learning.

Outcomes and agreed actions will be recorded and reviewed regularly.
Persistent Absence

A learner is classified as persistently absent when they miss 10% or more of sessions,
whether authorised or unauthorised. Persistent absence is recognised as a significant risk
factor for poor educational outcomes and increased safeguarding vulnerability. Learners
identified as persistently absent will typically be supported through an Attendance
Improvement Plan.

Severe Absence

Learners who miss 50% or more of sessions are classified as severely absent. These
learners will receive more intensive monitoring and support, which may include:

« Enhanced intervention planning

« Increased communication with parents/carers

« Closer liaison with the learner’s main educational setting

« Involvement of relevant external agencies where appropriate

This graduated response ensures that learners with the greatest attendance needs receive
timely and appropriate support to re-engage with their education.

Escalation and Statutory Intervention

Fast Forward Vocational Training Ltd uses a graduated and proportionate approach to
attendance escalation. Where attendance concerns persist despite support and
intervention, further action may be required in partnership with commissioning schools,
Local Authorities, funding bodies, and other relevant agencies.

Compulsory School-Age Learners

For learners of compulsory school age, statutory enforcement powers sit with
commissioning schools and/or Local Authorities. Where attendance does not improve
following intervention, cases may be escalated for consideration of formal statutory
processes, which may include:

« Formal school attendance procedures
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Parenting contracts or statutory attendance interventions

Education supervision orders (where applicable)

Penalty notices issued by the Local Authority in accordance with statutory guidance
Prosecution under relevant education legislation where attendance fails to improve

Fast Forward Vocational Training Ltd will support these processes by providing accurate
attendance records, evidence of engagement, and participation in multi-agency meetings
where required.

Post-16 Learners (Main Provider)

Where Fast Forward Vocational Training Ltd is the main provider for post-16 learners,
attendance is a condition of participation in the study programme or training provision.

Where attendance concerns persist despite intervention, escalation may include:
« Formal attendance warnings and final reviews
« Attendance Improvement Plans with clear targets
Suspension from provision where appropriate
Withdrawal from the programme and termination of the learning agreement
Referral to funding bodies, commissioning agencies, or partner organisations where
required

These measures will only be used where engagement has not improved and are intended to
ensure learners are supported into appropriate and sustainable education or training routes.

Missing Children and Education-Related Absence

Fast Forward Vocational Training Ltd recognises that children missing education present a
significant safeguarding concern and may be at increased risk of abuse, neglect,
exploitation, radicalisation, criminal involvement, or other forms of harm.

Where concerns arise that a learner may be missing education, this will be treated as a
safeguarding matter. The Designated Safeguarding Lead (DSL) will be informed immediately,
and appropriate information will be shared with commissioning schools and Local
Authorities in line with statutory guidance.

The organisation will support partner agencies by providing attendance records,
engagement information, and any relevant contextual safeguarding concerns.

Children Missing Education (CME)
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Fast Forward Vocational Training Ltd recognises that children missing education present a
significant safeguarding concern and may be at increased risk of abuse, neglect,
exploitation, radicalisation, criminal involvement, or other forms of harm.

Where concerns arise that a learner may be missing education, this will be treated as a
safeguarding matter. The Designated Safeguarding Lead (DSL) will be informed immediately,
and appropriate information will be shared with commissioning schools and Local
Authorities in line with statutory guidance.

The organisation will support partner agencies by providing attendance records,
engagement information, and any relevant contextual safeguarding concerns.

Missing Child

A missing child is any learner whose whereabouts cannot be confirmed following
unexplained absence. This is treated as a serious safeguarding concern.

Where a learner’'s whereabouts cannot be established, immediate action will be taken to
attempt contact with the learner, parent/carer (where appropriate), commissioning school,
and relevant professionals.

If contact cannot be made or concerns remain, the Designated Safeguarding Lead will be
informed without delay and safeguarding procedures will be followed. This may include
escalation to external agencies such as the Local Authority, Children’s Social Care, or the
Police.

All actions and decisions will be fully recorded.
Missing from Care

A child missing from care is a learner who is looked after by a Local Authority and whose
whereabouts are unknown and whose absence has not been authorised by the responsible
authority.

This is treated as a high-risk safeguarding concern.

The following actions will be taken immediately:
. Notification to the Designated Safeguarding Lead (DSL)
« Contact with the learner’s social worker and placing authority
« Activation of Local Authority missing from care procedures
« Escalation to the Police where required
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« Ongoing recording of all actions and communications
The safety and welfare of the learner will remain the overriding priority at all times.
Working Together
Fast Forward Vocational Training Ltd recognises that improving attendance and
safeguarding outcomes is most effective when learners, families, providers, commissioning
schools, Local Authorities, and external agencies work collaboratively.
The organisation promotes early communication, shared responsibility, and coordinated
intervention to ensure barriers to attendance and engagement are identified and addressed

at the earliest opportunity.

This partnership approach supports improved outcomes, reduces risk, and ensures learners
receive timely and appropriate support.

Policy Review

This policy was created on 1% September 2026 and will be reviewed anually to ensure it
remains accurate, effective, and compliant with current legislation and guidance.

The Attendance Officer, DSL and Senior Leadership Team are responsible for reviewing this
policy and ensuring it reflects current best practice, safeguarding requirements, and
organisational procedures.

The next scheduled review date is 1°* September 2027. Earlier review may take place if
there are significant changes to legislation, guidance, or operational practice.
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