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     Herefordshire 14-19 eManual

14-19 Quality Procedures / Protocols
Registration, Attendance and Absence Reporting Procedures
Guidance and Regulations
The Education Act 1996 (s434) and the Education (Pupil Registration) 9England) Regulations 2006 require governing bodies or proprietors of every school to ensure that an attendance register is kept (except where learners are boarders). The requirements of the Data Protection Act 1998 apply to the keeping of admission and attendance registers. The registration records can be kept manually or electronically, if on a computer there must be a print out at least once per month. At the end of the year print outs must be kept in annual volumes.
Registration Procedures on collaborative provision

Learners who attend collaborative provision should be registered in each specialist department once on arrival and once on return after the lunch break. Any discrepancies resulting from the registration process should be communicated by delivery staff to the designated course/ absence reporting coordinator/ nominated member of staff immediately the registration takes place. See Absence Reporting Procedures below for coordinator/ nominated person procedure to follow.
Absence Reporting Procedures
In the event of a known learner absence from a course (known by the home school, this includes authorised absences for work experience/ exams/ holidays/ appointments, and /or known sickness) where programmes are being delivered by a partner provider on or off site, the school or college will inform the partner provider immediately – as early as possible on the day of the course. 

All providers will nominate a member of staff to be responsible for monitoring the attendance of the learners and absence, will be reported immediately to partner providers as appropriate and as early as possible on the day of the course.  The course coordinator/ nominated member of staff should then inform the home school as a matter of urgency, the home school should then undertake to contact the parents/ carers of the learner as per their own school policy.
At the end of each course session, providers will ensure attendance registers are available if required.

If a learner fails to attend a course for three consecutive sessions, without authorisation, withdrawal from the course will be considered in consultation with the school/ parents/ carers
Providers will include the name of the nominated member of staff in the Partnership Agreement.

Accident, Illness and Emergency Procedure
Emergency contact numbers for all providers will be available on the enrolment form.
1         Non-Life threatening accidents
In the event that a learner has a non-life threatening accident or injury whilst on provider premises the following procedure will be followed:

· Learners are referred for appropriate treatment to the nominated member of staff responsible for first aid. The parents/carers and any partner providers as appropriate will be contacted and informed. Parents/carers will decide whether the learner can remain with the provider or whether they will collect them. 

· The first aid staff member will complete an incident report form and keep it on file

· If the accident or injury is considered to require hospital treatment, parents/carers will be contacted to collect the learner to transport them to an accident/emergency department.

· At no time should the student be transported to hospital by anyone other than a parent/carer. 

2
Life threatening accidents
· In the event of life threatening accidents where the emergency services are called, parents/carers will be informed immediately and partner providers informed as soon as possible. 

· An accident report form will be completed by the provider and kept on file, with a copy being sent to the home school.
· This procedure will be followed in addition to the provider’s own Health & Safety Policy.

3
Sickness and health
Where known and relevant, information on a learner’s specific condition will be shared between partners on a confidential basis so that appropriate action can be put in place. 

In the event that a learner becomes unwell whilst on provider premises they will be escorted to the medical room (or other suitable waiting room) and parents/carers will be contacted to collect the learner.  The home school will also be notified of the situation.
An accident/ill health report will be completed and kept on file and a copy sent to the home school.
4 Inclement Weather

All students should be made aware of the host school/ institutions bad weather/ snow reporting policy i.e. local radio. 

If the home school is closed due to inclement weather students should not attend their work placement or provider even if they are open.
If the provider is closed due to inclement weather but the home school is open the student should attend their home school.
Appendix: Attendance and Registration Checklist
	
	Yes/ No
	Name of Member of Staff

	Is there an accurate list of learner names given to each provider?
	
	

	Is there a nominated member of staff with responsibility
 for checking attendance at both AM and PM sessions
	
	

	Is there an agreed system of communication to ensure

that the home school has details of attendance?
	
	

	Is there a system agreed by which schools/ parents/

carers are informed of non attendance within an agreed

time after the session start?
	
	

	Is there a clear procedure for learners or their parents/

carers to inform about absence if the learner is in more

than one place in the day
	
	


Example Pro-forma to identify responsibilities for attendance and registration on collaborative courses
	Attendance of learners from
	(Name of

School)
	At (Name of  provider)

	Starting from
	(date)
	

	Ending
	(date)
	

	Session Start
	(time)
	

	Session End
	(time)
	

	Member of staff responsible for checking attendance at

provider
	(name)
	(contact details)

	Contact name/ number at school(s) to inform of absence
	(name)
	(contact details)

	Name/ contact details of person at provider responsible for reporting

absence
	(name)
	(contact details)

	If learner absent for am session – name/ contact of person

responsible  for informing provider
	
	

	
	
	


PAGE  
1

[image: image1.png]_1297835909.bin

