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Absence Policy and Procedure 

All students are obliged to contact the college before 9am if they are unable to attend 
college for whatever reason. There is a Student Absence text service, the college 
Student Absence telephone line or they can send an email to their tutor to advise them 
of their absence. They are asked to provide their name, student reference, the Study 
Programme they are enrolled on and the reason for their absence. 

Student absence is monitored at the start of the college day by the MIS Dept and 
various Curriculum Assistants. All the study programme registers of students who are 
absent (and have made contact) are marked accordingly, depending on their reason for 
absence, and a note is included on the registers to provide tutors with this information. 
Once all the registers have been marked, tutors can check the Student Absence Report, 
which is situated in the Attendance folder of the MSRS report suite on the Staff Portal, 
to see if there are any absences in their Dept. This process is completed each day by 
11.00am 
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Student absence reasons are considered by the Curriculum Assistant and a relevant 
register mark is assigned. Acceptable register marks are entered by teaching staff as 
follows: 

 

PRESENT​ = Positive absent register mark, 

UNAUTH​ = Unauthorised absent register mark,  

NULL​ = No register mark/blank 

 

Registers are checked daily by the MIS Department to ensure compliance by teaching 
staff. Monthly Register Audits are completed by the Vice Principal and HoDs. 

 

Teaching staff are contacted by MIS where: 

• Registers haven’t been marked 

• Incorrect marks have been used 

• A student has 4 consecutive unauthorised absences 

• A student has been marked as W (Withdrawn) or T (Transferred) for more than 4                
weeks to find out if this is correct and the necessary paperwork has been completed for                
MIS to effect these changes. 

• The tutor needs to add a note to a register, where they have input an A (Authorised) 
absence mark with no explanation. 

• Issues where students are not appearing on a register. 
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Apprenticeship Absence 

Apprentices attend college for one day a week. Once the first register have been 
marked and student absence is noticed, the Curriculum Assistants contact the 
Apprenticeship Co-ordinator to advise of their dept’s absences. The Co-ordinator 
checks the Student Absence Line report to see if they have contacted the college about 
their absence. If they haven’t, the Curriculum Assistant rings the apprentice to find out 
the reason they are not in college and the Apprenticeship Co-ordinator contacts the 
employer either by phone or email to make them aware of the apprentice’s absence. 
Both student and employer are reminded about using the Student Absence Line to 
inform the college of absence. This same procedure takes place in the afternoon for 
apprentices who don’t attend their Functional Skills lesson. 

 
 
Staff Handbook/MIS                                                                                                  January 2018 


