Improving Attendance and Punctuality 
Improving attendance will contribute toward raising quality and achievement across all our adult and community provision as learners are more likely to complete and achieve if they attend classes regularly.  Similarly, improving punctuality can also boost achievement as late arrivals miss important information and can disrupt others.  
The checklist below is intended to help centre and teaching staff when reviewing attendance and punctuality across the provision, individually, or where a need for improvement has been identified – for example where retention and success rates are low.  
The Attendance and Punctuality template can be used as part of your induction for learners or adapted for use with existing paperwork.

ATTENDANCE
	
	CHECKLIST
	LEARNER NEED
	ACTION

	TIMING
	· Is the course clashing with days for cultural or religious observance (relevant to your learners)?
	· For example: Ramadan, Eid or All Souls Day will impact on some learners’ attendance.  This is something that can be discussed at induction.
	· http://www.bbc.co.uk/religion/tools/calendar/   or contact local group leaders.
· If a certain day cannot be avoided – make sure you give the learner information about how to catch up.



	
	· Is the course clashing with School INSET days or other events?
	· Parents will need to prioritise child care arrangements.  
	· Take into account local arrangements if you are teaching parents of young children but recognise that  some absences may be unavoidable eg taking children to the GP if they are sick

	EXPECTATIONS
	· Have high expectations for attendance and punctuality been included in your course introduction / induction?

	· Your learners may have little or no experience of the process of learning and may not recognise the need for regular attendance – clear messages  about attendance and how it will be monitored are important. 
· Link attendance and punctuality to preparation for employment.
· Learners may have faced an insurmountable problem in their private life.

	· Set your expectations for attendance very clearly in your course induction and introduction.    Use the Attendance and Punctuality template 

· Hard to reach learners or those with chaotic lives may benefit from a text message reminder from a local worker. 
· Include information about when a learner will be withdrawn because of poor attendance (3 consecutive absences).  
· Keep the channels of communication open – learners  may be able to return to their learning if they have to leave the course

	WELCOME
	· Are any learners isolated?
· Has the group bonded socially?
· Is the café affordable?
	· Isolated learners might need help interacting with other learners within the planned learning activities.
· This maybe a challenge for learners who are new to the area, have a disability, or in groups where others have come with a friend.
· Some learners may avoid the café.
	· Mix the group up e.g. use the Jigsaw Technique or other co-operative methods which require pair or group work to make sure the group bonds socially.  
· Manage group dynamics.  Be aware of possible tensions if learners come from different areas or estates or have relationship history which may impact on them emotionally and affect social bonding.  
· You may have to set guidelines about appropriate interaction through social media. 
· Join the group for a tea-break and facilitate conversation between isolated learners and others.
· Consider ways to arrange refresh-ments to keep everyone together.

	PROCEDURES
	· Is there a procedure or system in place for absent learners?  
	· Some learners may prefer emails to phone calls;  check this with individual learners at induction. 
	· Follow up all unexpectedly absent learners.

· Give learners clear instructions about acceptable attendance and how to let you know if they are unable to make a session.

	
	· How do learners catch up when they have missed a session? 

	· Learners who attend regularly will lose out if absent or late learners are allowed to hold them back/ take too much of the tutors time.
	· Send notes and/or homework. 
· Ask learners to arrive 15 minutes early to catch up before class starts.
· Have a strategy ready so that no time is wasted for those with good attendance.

	MONITORING
	· Do you include attendance in ILP or mid term review?
	· Learners with a specific difficulty may find it helpful to discuss 1:1.
· In some cases a learner will benefit from support of a learning assistant or a volunteer.
	· Make sure you have a record of planned absences and have a strategy to deal with absences.  
· Learners with poor attendance and punctuality will need to be given clear targets for improvement and strategies to manage this. 

	
	· Are learners struggling with the subject?
· Are learners losing motivation or interest?
· Is the lesson as interesting and engaging as it could be?
	· Learners may leave if they don’t feel supported, included or able to achieve.
· Able learners may leave if the course lacks sufficient challenge and opportunities for new learning.
· Learners will respond to tutors who are enthusiastic and excited about their subject.
	· Carry out good initial assessment to ensure learner’s needs are understood.  
· Monitor closely and develop strategies to support learners with difficulties. 
· Plan for all learner needs.
· Refresh your learning materials and regularly challenge yourself to learn something new.


PUNCTUALITY
	
	CHECKLIST
	LEARNER NEED
	ACTION

	TIMING
	· Is the course start time wrong?
	· Learners are regularly late because of something beyond their control – such as bus times or school drop off, crèche drop off, lack of car parking space.

· Is the start time right for you?


	· Adjust start times for future courses or the current course (if everyone is agreeable).

· Have a strategy in place to manage regularly late learners – so they know what to expect and what is expected of them.

· Make sure timetabling takes account of your own travel and setting up needs, so that you are ready, calm and available before the official start time. 

	ENGAGEMENT
	· Is the first 10 minutes of the class missable? 

· Does the session start very informally?

· Are late learners allowed to derail the session? 

· Is the session structure predictable? 
	· If the first 10 minutes is spent waiting for latecomers, other learners will not see the point of arriving on time. 

· Learners may be getting mixed messages about whether the class has started or not if there is no clear welcome and introduction.  

· Some learners may be avoiding a particular activity such as checking homework or returning marked work.
	· Start promptly and in an energetic way so that learners will realise they need to be there from the start 
· Start the session off with a group welcome and introduction even if the learners are working on solo projects. 

· Finish what you are doing before helping late learners catch up. They can get settled and wait while you focus on the punctual learners.  Minimise disruption by reserving seats near the door for latecomers.

·  Move regular activities about to avoid predictability.  



	PROCEDURES
	· Do learners know and understand the expectations about punctuality? 


	· Some learners may not have thought about the implications of poor punctuality.
	· Make it clear that you will be starting (and finishing) on time and that learners  are welcome to arrive early to get set up. 


