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 Harrow House & Oldfeld  

 Student Attendance  

Policy 
 

 

 

Students are expected to attend all their lessons. This includes English, Sports and Leisure lessons etc. There are only two 

reasons for acceptable absence: 

1. Illness - In cases of illness the student must visit the Matron who will assess the situation and decide on the most 

suitable course of action. Students in a Homestay must ensure the hosts inform the College should they need to stay 

home.  

2. Sanctioned holidays – Adult and International Academic Semester (IASP) students may take time off to go on holiday or 

short breaks. Any such students must complete a form (attached), which can be collected from the Staff Room. They 

must complete this form for each period they are away. Students under 18 must also obtain written permission from 

their parents before they leave. In addition, group leaders may chose to take their students to a local place of interest, 

or parents / guardians who visit during a student’s course may take them off site for a short time. 

All Students are informed of these rules in written form in the Student Guidelines in their Welcome Pack and orally and visually 

during their PowerPoint Welcome Presentation at the College. 

Monitoring Attendance 

The following procedure applies for the high season: 

1. English and sports teachers take the register at the beginning of each lesson. 

2. The Attendance Team patrol all classes and sports stations to gather information on any absentees.  

3. The Attendance Team record the absence and locate the students. 

4. The students are returned to class or taken to the Matron as appropriate. 

5. Records are kept by the Attendance Team which are put onto the CLASS database by the Receptionist. 

6. The Attendance Team register any repeat offenders and discuss them with the Director of Studies or with the College 

Manager, the students are disciplined if necessary.  

7. Discipline follows the normal procedure. Persistent offenders will receive a verbal warning, a first written warning and 

then a final warning. Further unexplained absenteeism will result in expulsion. Students may be reported to Immigration 

and the Home Office. All records of warnings or disciplinary actions are recorded on CLASS under the student’s name. 
Copies of the discipline documentation are kept in a central location. The Partner or parent is kept informed of every 

stage of the procedure. In the case of any students where there is a group leader, they will also be involved in monitoring 

the situation.  

 

The following procedure applies for the low season: 

1. English and sports teachers take the register at the beginning of each lesson. 

2. The teacher must report any absentees to the Director of Studies or College Manager as soon as possible. 

3. A senior staff member is appointed to locate the missing student(s) and they are returned to class or taken to the Matron 

as appropriate. 

4. In most cases there is a group leader at this time who will also be involved in monitoring the situation and may report the 

absence or locate the student.  

5. Records are kept by the class teachers and put onto the CLASS database by the Receptionist. 

6. The class teachers register and report any repeat offenders and discuss them with the Director of Studies or with the 

College Manager, the students are disciplined if necessary.  

7. Discipline follows the normal procedure. Persistent offenders will receive a verbal warning, a first written warning and 

then a final warning. Further unexplained absenteeism will result in expulsion. Students may be reported to Immigration 

and the Home Office. All records of warnings or disciplinary actions are recorded on CLASS under the student’s name. 
Copies of the documentation are kept in a central location. The Partner or parent is kept informed of every stage of the 

procedure.  
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Adult Holiday / Excursion Permission 

 

Name          Age    

 

Class number          Bedroom   

 

When are you going?     When are you coming back?    

 

When will you be back in English lessons?          

 

Where are you going?           

 

Who organised the excursion?          

 

Mobile phone number           

 

Tell the following teachers when you will be absent and ask them to sign the appropriate box. You must return the 

completed form to the Academic Office. 

 

Teacher Signature 

First English teacher  

Second English teacher  

(Third English teacher)  

Residential office / Host Family 

(after you have signed the holiday book) 
 

Main Office  

Academic Office  

 

If you are under 18, we must have written permission from your parents before you leave for your holiday.  

   

Permission received  

 

I understand that it is my responsibility to make up any work I have missed due to this excursion. 

 

Signature _______________________________________________________ Date __________________________________ 
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IASP Holiday/ Excursion Permission 

 

Name _______________________________________________________________________ Age ____________________ 

 

Class number _________________________________________________________________ Bedroom ________________ 

 

Complete this section before you make any bookings: 

 

What do you plan to do? Give details of who will organise the trip, who you are going with, where you are going, where 

you will stay etc. 

 

Passed by _____________________________________________________________________________________________ 

  

Complete this section after your trip has been authorised and you have made the bookings: 

 

When are you going?  Date ________________________________ Time ___________________________ 

 

When are you coming back? Date ________________________________ Time ___________________________ 

 

Mobile phone number _____________________________________________ 

 

Tell the following when you will be absent and ask them to sign the appropriate box. You must return the completed form to 

the Main Office. 

 

Department Signature 

Academic Office  

Main Office  

Residential office / Host Family 

(after you have signed the holiday book) 
 

 

As you are under 18, we must have written permission from your parents before you leave for your holiday.  

   

Permission received  

 

I understand that it is my responsibility to make up any work I have missed due to this excursion. I understand I am not 

entitled to any refunds for classes, meals or activities missed. 

 

Signature ________________________________________________ Date ____________________________ 
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Authorisation to take a junior student off-site 

 

This is to confirm that I ___________________________________________________________________________ 

will take full responsibility for _____________________________________________________________________ 

 my ___________________________________________________________________________________________ 

on ___________________________________________________________________________________________  

we are going to _________________________________________________________________________________ 

We will return to the College / Homestay by_______________________________________________ at the latest. 

I will notify the College of any changes to the above. 

I understand that by choosing to leave the College for this period that any meals or lessons missed, both sport 

and English, cannot be taken at other times – nor can they be refunded. 

Signature ______________________________________________ 

Date __________________________________________________ 

Mobile Tel: _____________________________________________ 


