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Student Absence – Staff Guidance
Students are expected to attend and engage fully in all elements of the programme. Regular attendance supports both academic progress and student safety.
All students are expected to attend:
· Academic lessons 
· Scheduled activities 
· Evening programmes 
· Excursions 
Absence is only permitted where there is a valid reason, such as illness or authorised absence. The following guidance outlines how staff should manage attendance and respond to absence during the programme.
In Lessons
· Take a register at the start of the session 
· Clearly record any absences or lateness 
· Do not leave the classroom 
· Report missing students to the Senior Team immediately 

If a Student is Late
· Allow the student to join the session 
· Record the lateness 
· Report repeated lateness to the Senior Team 


If a Student is Absent
· Inform the Senior Team immediately 
· Do not attempt to locate the student yourself 
· Continue supervising your group 

If a Student Feels Unwell
· Contact the Senior Team immediately 
· Do not leave your group unattended 
· Ensure the student is supported until help arrives 

Important
· Students must never be sent away or left unsupervised 
· Staff must always know where their students are 
· Any concerns must be reported immediately
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