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Student Attendance & Absence Policy
1. Purpose
Sapphire Education expects all students to fully participate in the programme, including lessons, activities and excursions.
This policy ensures that all students are accounted for at all times and that any absence is identified and followed up immediately.

2. Attendance Expectations
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.

3. Registration Process
Students are registered multiple times throughout the day:
· Morning academic sessions 
· Afternoon activities 
· Evening / residential check 
Sapphire Staff are responsible for taking accurate registers and ensuring all students are accounted for.

4. Managing Absence
If a student is absent:
· The absence must be identified immediately 
· The staff member must report the absence to the Senior Team 
· The Senior Team will investigate and locate the student 
· Students must never be unaccounted for at any time 

5. Illness
If a student is unwell:
· Staff must inform a member of the Senior Team immediately 
· The student will be assessed and supported 
· Appropriate supervision arrangements will be put in place if the student cannot attend sessions 

6. Late Arrival
If a student is late:
· The lateness must be recorded 
· Repeated lateness must be reported to the Senior Team 
· The issue will be followed up with the student 

7. Safeguarding
Unexplained absence is treated as a safeguarding concern.
All absences are taken seriously and followed up promptly to ensure student safety.


8. Staff Responsibility
All Sapphire Staff are responsible for:
· Taking accurate registers 
· Reporting absences immediately 
· Ensuring students remain supervised at all times
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