Adult and Higher Education Attendance and Engagement Strategy

Introduction

At Ashton Sixth Form College, we know that students are more likely to succeed when they attend and fully engage with all learning opportunities. Being an engaged and successful student means actively participating in your learning and managing your commitments effectively. 

As an adult learner we understand the dedication it takes to pursue further learning - balancing education with personal, work, and family responsibilities, and we are committed to supporting your success.

This strategy outlines our expectations of attendance and engagement - why it matters, how you will be expected to engage with your course, and how we’ll support you to meet those expectations.  It’s designed to be fair, supportive, and to ensure that every learner has the opportunity to succeed.

It applies to all enrolled adult learners within the HE & Adult Education Department, regardless of programme, level, or mode of study. It is designed to ensure fairness, consistency, and accountability across all learners. It also helps ASFC meet external funding and regulatory obligations.  It outlines expectations regarding attendance and punctuality, the procedures for reporting absences, and the implications of non-compliance.

The strategy is designed to:

· Promote learner success through consistent engagement.
· Ensure compliance with the college and funding body requirements.
· Provide a framework for identifying and supporting learners who may be experiencing barriers to attendance.

The importance of attendance and engagement

Attendance

We know that students succeed and achieve their best on their course when they attend sessions and engage with learning opportunities. Taught sessions give you the opportunity to learn in many different ways. 

Being present and on time helps you stay engaged, keep up with course content, and contribute meaningfully to group activities and discussions.

Developing good time management and planning skills will help you stay on track, overcome challenges, and prepare you for the expectations of the workplace. 

We expect you to attend all sessions arranged as part of your course. 

Engagement 

This means actively participating in your learning and making consistent efforts to meet the expectations of your course. This is more than just attending classes – it’s about being involved in all aspects of your academic experience. Being engaged helps you build knowledge, develop skills, and make the most of the opportunities available to you.

You will need to engage with the sessions, taught content, self-directed learning and assessments. You need to make sure that you have undertaken any pre-reading or pre-work that is required for the session. Engaging in session activities helps you to reinforce the knowledge you’ve learnt, supporting you to submit and achieve in your assessments. 

If you don’t attend or engage, this means that you are more likely to achieve lower marks or fail assessments. It can mean that you aren’t able to achieve your full potential or progress through your course. 


Attendance and Engagement Requirements

We monitor your engagement in many ways, including attendance at taught sessions and through engagement with Canvas and Blackboard, and the submission of your assignments. When submitting assessments, you need to submit on time.

Every course is delivered slightly differently, but some examples of elements that you will need to attend and engage with are:

· Taught sessions and academic tutorials
· Independent study tasks
· Preparing for, completing and submitting assignments on time and engaging with feedback
· Examinations
· Placements 
· Taking part in group work, or research
· Communicating with your tutors and seeking help when needed 
· Accessing and using learning materials provided by your tutors (for example, through Canvas)

If you are undertaking part of your course at a work placement, you will need to make sure that you attend in line with the placement agreement. 


Expectations of attendance and engagement  

As a student, you are expected to attend all timetabled sessions that are part of your course. You would not typically be permitted to join in-person sessions remotely. If you do not attend scheduled in person sessions, these will be recorded as absences.

If you are unable to attend a session, you must notify college on the first day of your absence at least 1 hour before the start of your lesson, preferably via phone 0161 666 8215 or email HEabsences@asfc.spt.ac.uk

While certain absences such as illness, medical appointments, or religious observances may be considered unavoidable, they must still be reported promptly.  Please note that holidays during term time are generally not permitted. 

If you are unavoidably late for class, you must also email HEabsences@asfc.ac.uk to let us know. 

As a student you are responsible for raising any circumstances that affect your ability to attend, and for accessing support for these.  We encourage you to contact your course tutor to explore available support options, and find solutions that work for your individual circumstances.  This is to help you to prepare for the expectations of the workplace.

Attendance is closely monitored to ensure compliance with funding regulations and to support each learner’s progress.  Students are responsible for ensuring that they follow the correct procedures in place at the time to report any attendance.

Procedure for Managing Attendance 
Attendance register
Tutors are responsible for keeping accurate and up-to-date records of learner attendance, using designated codes. Registers must be completed within the first 20 mins of a session.  All attendance and engagement concerns are to be documented via Cedar and relevant members of staff included.  

Re-engaging Absent Learners 
College is committed to supporting learners in maintaining regular attendance and overcoming barriers to participation. When a learner has been absent without explanation, proactive steps will be taken to re-engage them.

Initial contact will be made by the Senior Admissions Officer or relevant administrative staff to understand the reason for absence and offer appropriate support. This may include:

· Follow-up communication via phone, email, and text message
· Personalised support discussions to identify any challenges the learner may be facing
· Referral to student support services, where applicable
· Flexible arrangements or adjustments to help the learner return to learning

Our aim is to ensure that learners feel supported and that any issues affecting attendance are addressed promptly and sensitively. Continued non-engagement may result in withdrawal, but every effort will be made to re-establish contact and offer assistance before this step is taken.

In supporting learners back to their studies, and action plan will be agreed, which will set expectations and timeframes on what the learner will need to do.

Withdrawal of learners
Learners will be contacted if no reason is provided for an absence. This is typically carried out during the daytime and or evening classes that you attend.  

If a learner accumulates two consecutive unauthorised absences and remains uncontactable, an attendance letter will be issued.

Should the learner fail to respond or make contact with their tutor or the administrative team following this communication, the college may proceed with a decision to withdraw the learner from their course. 

If the learner fails to engage with their course, the action plan or any interventions made available to support engagement, this may result in a withdrawal from the course. 

If you are withdrawn due to failure to follow this process, you can submit an appeal, although the grounds for doing so are limited. When a student is  informed of the decision to withdraw, they will be given details of how to submit an appeal through the College’s  complaint procedure.  The appeal process is evidence based, and so any appeal must include independent, relevant evidence to explain your lack of attendance or engagement.










