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 Attendance / Absence Policy  

 Introduction 

This policy is to outline the expectations of learner attendance at The Bridge SEN School whilst enrolled.  

Details of Policy 

1. All students enrolled with us are expected to attend classes regularly on time.  
2. All classes have an attendance register and the teacher will record each learner’s attendance on the day. The student will be marked 

as present if present and absent if not attending. Absence can be authorised or unauthorised. 
3. The Bridge SEN School is aware that adapting to a new environment may be challenging for some students. As a result, provision is 

made for absences due to illness or other personal issues like family problems or homesickness. However, any absence must be 
authorised by the School. Students/Carer/Parents are expected to notify the school of any absence (with reasons) by 9am where this 
is possible or complete an absence form to report planned absences (See Appendix for Absence form). In addition, unscheduled 
absences occurring during a learner’s transition.  

4. Attendance will be monitored for all classes / accepted contacts across the student’s programme and each class / contact will 
contribute equally towards the student’s overall attendance record. 

5. Students are responsible for attending the correct timetabled event, including when the event is a study tour or a day trip.   
6. Before commencement of courses we will provide information on the number of hours for your course and minimum attendance 

required. Teachers will take class attendance at the beginning of the lesson, if learners are not in class 20 minutes after the start of 
the lesson, they will be marked ‘absent’. 

7. The Bridge SEN School reserves the right to refuse a student entry to classes if the student’s attendance falls below the required 
level. In certain special circumstances we may allow a student to continue classes when they have not fulfilled our attendance policy 
requirements. Please speak to the SENCO  or  Administrator if you are concerned about your attendance.      

8. Students will only receive a certificate of attendance if their attendance meets the minimum requirement of 80%. 
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9. If a student misses 10 consecutive expected contacts without obtaining prior authorization from the School, we are obliged to notify 
the local authority within 10 working days of the 10th missed contact. The Bridge SEN School has a responsibility in accordance with 
Section 175 of the Education Act (2002) to investigate any unexplained absences for students under 18.  

10. If the student leaves the school, we have a duty to inform the local authority that they are no longer studying at the Bridge SEN 
School. 

 
 Expected contacts 

As part of the School’s policies, we must notify concerned parties if a student misses 10 expected contacts. These expected contacts 
include: 

 
● Attendance at any lesson, lecture, tutorial or seminar 
● Attendance at any test, examination or assessment board 
● Attendance at any meetings with a speech therapist or teacher 
● Registration / enrolment 
● Attendance at an appointment with a welfare adviser or any other representative of the School 

● Any other type of interaction students are expected to attend 

 

 

 Examples of valid excuses for absences 
● Illness or injury 
● Student attendance at the doctor, dentist, orthodontist or other medical appointment  
● Student attendance at the funeral service of an immediate family member 
● A quarantine imposed by a city or county health official 
● Student service on a jury 
● To obtain required immunizations  
● Exclusion from School due to head lice, lack of immunization or physical examination 
● Appearance in court 

● Prior approval of absence from the Principal / Academic Manager 
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(Please note that evidence of appointment may be requested) 

 
 
 
 

 Procedure to deal with absences 
 

  
                                       Stage 1 

 

 

 

        

                    Yes   

   No         

           

                                                                Stage 2 

 

    

 

1. Call a student’s parent or 

guardian if s/he missed three 

continuous lessons expected 

contacts continuously 

 

 

END 

 

Is s/he 

back? 

 
 

2. Call a student again if 

s/he missed five lessons 

 

 

Resolved? 
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                                    Yes  

   No 

                                                                                                              

                                                  Stage 3 

 
    

                                    Yes  

 

                                                                                                              No  

 
                                       Stage 4 

 
 

  

    

                                    Yes  

 

                                                                                                             No  

END 

 

 

END 

 

3. Write a letter / email after 

the eighth absence 

 

Resolved? 

 

END 

 
 

4. Write second letter 

after tenth absence 

 

 

Resolved? 

 

 

END 

 

4. Withdraw the 

student / inform 

concerned parties 
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                                       Stage 5 

 
 
 
 

 

 Persistent absences 

It is not the policy of the Bridge SEN School to permanently suspend any student for challenging behaviour but if a student is repeatedly unable 
to attend with no clear resolution to the problem becoming apparent. It may be necessary to propose home tuition as an alternative. Please see 
the Challenging Student’s Policy for more details.  

 

 Last updated: December 2023 
Date for next review: December 2024 
Person responsible for review: Academic Manager 

 

 

END 
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Absence Form 

 

Name:     

DoB:      

Tel:      

Mobile:     

Email:      

Social Worker:    

Contact Information:   

Date of absence:   

Length of absence: -----------Days ----------------Week(s) ---------------- Month(s)   

Reason for absence:    

     

     

     

     

     

 
 
Was the School notified:  
 
If no why not: 
 

     

     

     

     

     

 

APPENDIX 1  

 

Please submit completed form to the school administrative office 

 


