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Attendance
Education

Attendance is important to us and we expect all students to maintain a high attendance percentage 
throughout the course. 

If your son or daughter misses 10% (three weeks/sessions) or more schooling across the college year, for 
whatever reason, they are defined as persistent absentees. Absence for whatever reason
disadvantages a student by creating gaps in his or her learning. Research shows these gaps affect
attainment when attendance falls below 95%. As such, we monitor all absence thoroughly and all
attendance data is shared with the Local Authority and the Department for Education. If your child has had 
absence and their attendance level is falling towards 90% we will contact you and
depending on the reasons for the absence, will discuss an Attendance Plan to instigate improvements. 

WHAT TO DO IF MY SON OR DAUGHTER IS ABSENT?
If your son or daughter is absent, please do the following:
• Contact us as soon as possible on the first day of absence. This can be done by:
     > Emailing our attendance contact at btec@rockley.org 
     > Calling the attendance line on 01202 660794

• Send a note in on the first day they return with an explanation of the absence (You must do
      this even if you have already telephoned us) 

UNDERSTANDING TYPES OF ABSENCE 
Pupils are expected to attend school every day for the entire duration of the academic year, unless there is 
an exceptional reason for the absence. There are two main categories of absences:

Authorised absence: is when the college has accepted the explanation offered as satisfactory justification 
for the absence or given approval in advance for such an absence. If no explanation is received, absences 
cannot be authorised.
 
Unauthorised absence: is when the college has not received a reason for absence or has not approved 
a child’s leave absence from college after a parent’s request. This includes:  parents giving their son or 
daughter permission to be off college unnecessarily, such as for shopping, birthdays, to look after siblings  
truancy before or during the college day  absences which have not been explained.

Points to note:
• Please do not make clinical appointments during college time where this is avoidable. If you have to ar-

range an emergency medical appointment, please ensure that you try to make it at the beginning or end 
of a college day, this way they would only miss a maximum of half a day for the appointment. 

• Please do not take family holidays in term time. Taking holidays in term time will affect your son or 
daughters schooling as much as any other absence and we expect parents to help us by not taking 
students out during college time.
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• Please encourage your son or daughter to limit their hours of paid employment to 10-12 hours a   
week (during term time), and to avoid committing to work hours within the college day. Working more 
than 12 hours a week has been proven to have a significant detrimental effect on grades achieved.  

• If the illness lasts several days please keep us up-dated, although it is not necessary to call every day. It 
is vital that you validate these absences. 

• If your son or daughter has a high number, or pattern of authorised absences, we will follow up with you 
to ensure they are not missing vital elements of their study programme and to ensure we can put the 
necessary support in place. 

• If your son or daughter has an accident, or develops a medical condition that may involve prolonged or 
frequent absence please inform their Personal Tutor. We will invite you to come to College so that we 
can agree a strategy to help them keep in touch with their course as far as is possible. 

• If your son or daughter seems unwell in the morning but seems better by lunchtime, please bring them 
into college for the afternoon session, this will help to keep their attendance as high as possible. 

THE COLLEGE DAY
Please be aware that the college day begins at 9am and all pupils are expected to be in college at this 
time. Morning registration is at 9.00 am and it closes at 9.15. All lateness is recorded daily. This information 
will be required by the courts, should a prosecution for non-attendance or lateness be necessary. 

It is important to be on time at the start of the morning and afternoon college sessions and to lessons. The 
start of college/lessons is used to give out instructions or organise work. If your son or daughter is late 
they can miss work time with their class teacher, getting vital information, cause disruption to the lesson for 
others and it can be embarrassing leading to possible further absence. 

Pupils who are consistently late are disrupting not only their own education but also that of the other pupils. 
Ongoing and repeated lateness is considered as unauthorised absence and will not be tolerated. 


