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	1. Planned Absence

	Parents/Carers or student are to request a planned absence via communication with the Principal/Vice Principal, giving details of the planned absence and attach supporting documentation such as. 
· *Hospital – appointment card/letter 
· *Doctor/Dentist – appointment card / letter or following visit a note of attendance 
· Driving Test (NOT driving lessons) – test date letter 
· Funeral – No documentation required 
· Other – documentation to support absence type ( including wellbeing circumstances) 
*all medical/dental and other type appointments should be made outside of the college day wherever possible. 
· The Principal of Arden has the final authorisation to approve/decline leave of absence requests. 
· The absence request is then sent to the responsible Phase Manager to note as either authorised or unauthorised absence. 

	1. Unplanned Absence

	
· Students or Parents/carers are to notify the College by either phone or email. This can be done by the student or parent/carer of student. This should be done by 8.15am on the first day of absence. 
· Absence is noted and monitored. 


	1. Punctuality

	
· Students are expected to be on time to all sessions. Students are expected to sign in via the signing in system where appropriate.
· Where appropriate students must ensure that they have met/spoken to their teachers and copy up / complete missed work.  
· Within the first 15 minutes of the start of a day, staff should ensure all students are present and have taken the register. 
· Staff are expected to review and update registers if students have arrived late where appropriate and record an L (late) within all lessons. 
· For any trips/excursions out of college, ensure prior notice is given and a register is taken. 

	4 . Thresholds

	· Any ongoing concerns of a student’s attendance will be picked up by the relevant Manager who will escalate down if necessary. Students’ tutors to also contact home directly to inform parents of any concerns.
· Non-attendance must be followed up on the first day of absence to ensure safeguarding

	Thresholds

	· Arden College aims to achieve 90+% attendance.
· Students who do not achieve 90% attendance will be monitored from the day of absence and where necessary interventions will be implemented to increase attendance.
· Students’ medical needs, previous educational experience and disabilities may impact on attendance, and this should be taken into account when creating a strategy to support in order not to disadvantage them
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