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1. Monitoring, Inspection and Review

This policy will be formally reviewed on an annual basis to ensure it remains accurate, effective and

compliant with current legislation, regulatory requirements and recognised best practice.  

 

The policy may also be reviewed and updated more frequently where necessary, including following

changes to UK legislation, guidance issued by regulatory or accreditation bodies, organisational

changes, operational developments, incidents, identified risks or where monitoring indicates that

amendments are required to strengthen existing arrangements.  

 

BSC Education is committed to ensuring that all policies remain relevant, accessible and reflective of

current best practice standards in safeguarding, health and safety, wellbeing and educational

operations. Any significant amendments or updates to this policy will be communicated appropriately

to all relevant team members and stakeholders.  

Date of review     Reviewed by     Reason for Review     

September 2023  
Compliance & Safeguarding

Manager   

Annual review. Updated warning

process.  

October 2023 
Compliance & Safeguarding

Manager   
Policy review Branding update.  

September 2024 
Compliance & Safeguarding

Manager  

Annual review. Support for

students update.  

August 2025  Area College Managers   Annual review. Job role update.  

May 2026 
Group Safeguarding & Compliance

Lead  

Policy review. Update to staffing

structure.  



2. Policy Statement

BSC is committed to creating and maintaining a positive, inclusive, supportive and academically
focused learning environment in which all students are encouraged and expected to attend,
participate and engage fully in their studies. 
 
Regular attendance and active participation are essential to successful learning, language
development, academic achievement, safeguarding, student wellbeing and social integration.
BSC recognises that attendance is not simply a measure of physical presence within the
classroom, but an important indicator of student engagement, welfare, motivation and overall
educational progress. 
 
BSC expects all students to attend all scheduled lessons, tutorials, assessments, examinations,
academic meetings and compulsory educational activities associated with their course of study.
Students are also expected to arrive punctually, participate actively and behave in a manner that
contributes positively to the learning environment. 
 
This policy outlines the expectations, responsibilities and procedures relating to attendance,
punctuality, authorised absence, holidays, welfare support, attendance monitoring and formal
attendance intervention processes across all BSC schools. 
 
BSC recognises that some students may experience personal, emotional, medical, cultural or
welfare-related challenges that impact their attendance and engagement. The organisation is
committed to providing appropriate support, guidance and intervention wherever reasonably
possible while also maintaining clear academic expectations and legal compliance obligations. 
 
The organisation also recognises that attendance concerns may sometimes indicate wider
safeguarding, mental health, welfare or wellbeing concerns requiring additional support and
intervention. 
 
This policy applies to all students studying at BSC, including: 
 

Adult students  
Young learners  
Student visa holders  
Embassy-sponsored students  
Group students  
Government-funded students  
Students participating in online or blended learning where applicable  

 
This policy should be read alongside: 
 

Student Visa Attendance and Engagement Policy  
Student Code of Conduct  
Safeguarding Policy  
Equality, Diversity and Inclusion Policy  
Mental Health and Wellbeing Procedures  
Student Handbook  
Terms and Conditions  
Complaints Policy  

3. Purpose of the Policy

The purpose of this policy is to establish a clear, fair and consistent framework for monitoring
and managing student attendance and engagement across all BSC schools. 
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This policy aims to: 
 

Promote excellent attendance and punctuality 
Support students in achieving their educational goals 
Ensure students receive the maximum benefit from their studies 
Encourage responsibility, commitment and engagement 
Safeguard student welfare and wellbeing 
Identify attendance concerns at an early stage 
Provide timely support and intervention where required 
Ensure compliance with UKVI sponsorship duties where applicable 
Maintain accurate attendance records 
Provide transparent procedures for addressing poor attendance 
Support a respectful and productive learning environment for all students 

 
BSC believes that positive attendance habits support academic achievement, confidence,
progression, integration and personal development. 
 
The organisation also recognises that attendance management should be supportive,
proportionate and student-focused wherever possible. 

4. Legal and Regulatory Framework

This policy is aligned with current UK legislation, safeguarding guidance and immigration
compliance requirements, including: 
 

Immigration Rules and UKVI Sponsor Guidance  
Equality Act 2010  
Data Protection Act 2018 and UK GDPR  
Keeping Children Safe in Education (KCSIE)  
Working Together to Safeguard Children  
Counter-Terrorism and Security Act 2015  
Safeguarding Vulnerable Groups Act 2006  
Human Rights Act 1998  

 
BSC recognises its legal responsibilities both as an educational provider and, where applicable,
as a licensed student sponsor under UK immigration law. 
 
The organisation acknowledges that attendance monitoring forms part of its safeguarding
responsibilities and may also support the identification of welfare, exploitation, mental health or
safety concerns. 
 
Attendance procedures will therefore always seek to balance educational expectations, student
wellbeing, safeguarding responsibilities and legal compliance obligations. 

5. The Importance of Attendance

Regular attendance is essential for effective learning and academic progression. 
 
Students who attend lessons consistently are more likely to: 
 

Make stronger academic progress  
Improve language skills more quickly  
Participate confidently in lessons  
Build positive relationships with classmates and teachers  
Develop cultural understanding and social integration  
Feel more confident and supported within the learning environment  
Successfully complete their course objectives  
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Poor attendance can significantly impact educational achievement and may also negatively
affect: 
 

Academic performance 
Classroom confidence 
Examination results 
Progression opportunities 
Student wellbeing 
Visa compliance 
Overall student experience 

 
Frequent absence can also disrupt classroom continuity and impact the learning experience of
other students. 
 
BSC therefore expects students to take attendance responsibilities seriously and engage fully
throughout their studies. 

6. Student Responsibilities
 
Students are responsible for taking an active role in their education and attending all scheduled
learning activities. 
 
Students are expected to: 
 

Attend all lessons and compulsory activities  
Arrive punctually for classes  
Participate actively and respectfully in lessons  
Inform the school promptly if unable to attend  
Respond to attendance-related communications  
Provide evidence where required for prolonged absence  
Maintain awareness of their attendance percentage  
Follow holiday request procedures appropriately  
Engage positively with support offered by the school  

 
Students should recognise that attendance and engagement are important aspects of personal
responsibility and educational commitment. 
 
Failure to engage appropriately may result in formal intervention procedures. 

7. Student Engagement and Participation 

Attendance alone does not necessarily indicate satisfactory academic engagement. 
 
Students are expected to participate meaningfully in their studies by: 
 

Completing coursework and assignments  
Participating in classroom discussions and activities  
Following teacher instructions  
Attending tutorials, assessments and academic meetings  
Responding to communications from school teams  
Demonstrating reasonable academic effort and commitment  

 
Students who attend physically but fail to engage meaningfully may still be subject to academic
or attendance intervention procedures. 
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8. Support, Welfare and Safeguarding 

BSC understands that attendance concerns may sometimes reflect wider personal, emotional or
safeguarding difficulties. 
 
Students may experience challenges such as: 
 

Homesickness  
Anxiety or mental health difficulties  
Cultural adjustment difficulties  
Financial concerns  
Accommodation problems  
Family issues  
Illness or medical conditions  
Social isolation  
Safeguarding concerns  
Stress or emotional difficulties  

 
The organisation is committed to supporting students sensitively and appropriately when
concerns arise. 
 
BSC encourages students to seek support early if they are struggling with attendance,
wellbeing or adjustment to life in the UK. 
 
Support may be available through: 
 

Student Experience Teams  
Designated Safeguarding Leads (DSLs)  
Mental Health First Aiders  
Academic support teams  
Principals and senior leaders  

 
BSC aims to create an environment where students feel safe, supported and able to discuss
concerns openly. 
Attendance concerns may trigger welfare checks or safeguarding reviews where appropriate. 

9. Responsibilities of Team Members

All BSC team members share responsibility for promoting positive attendance and supporting
student engagement. 
 
Team members are expected to: 
 

Monitor attendance consistently and accurately  
Promote positive attendance habits  
Identify patterns of poor attendance or disengagement  
Report concerns promptly  
Support students appropriately  
Recognise safeguarding indicators linked to absence  
Maintain accurate attendance records  
Communicate concerns professionally and sensitively  

 
Teachers play an important role in encouraging engagement, monitoring punctuality and
identifying changes in student behaviour or participation. 
 
Student Experience Teams and safeguarding teams may also support attendance monitoring
and student welfare interventions. 
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10. Punctuality Expectations
 
Punctuality is an important aspect of maintaining a respectful and effective learning
environment. 
Students are expected to arrive on time for all lessons, activities and scheduled meetings. 
 
Late arrival may: 
 

Disrupt lessons and teaching  
Affect classroom learning  
Impact attendance percentages  
Prevent students from fully benefiting from lessons  
Disturb other students  

 
Repeated lateness may be treated as an attendance concern and may lead to intervention or
formal warnings. 
 
Students are encouraged to manage travel arrangements responsibly and allow sufficient time
to arrive punctually. 

11. Attendance Expectations and Minimum Attendance Levels
 
BSC expects students to attend 100% of their scheduled lessons wherever possible. 
 
As a minimum standard, students are expected to maintain attendance of at least 90%. 
 
Attendance percentages are monitored throughout the course and may include: 
 

Lesson attendance  
Punctuality  
Academic engagement  
Participation in required activities  

 
Students whose attendance falls below 90% may become subject to formal attendance
procedures. 
 
Students should understand that maintaining minimum attendance is an important condition of
continued enrolment. 

12. Attendance Monitoring Procedures 

Attendance is monitored daily across all BSC schools. 
 
Teachers complete attendance registers during every lesson and record: 
 

Present students  
Late arrivals  
Absences  
Non-engagement concerns where applicable  

 
Attendance data is reviewed regularly by: 
 

Principals  
Academic teams  
Student Experience Teams  
Group Safeguarding & Compliance Lead 

Page 8 of 14



BAttendance reports are generated and monitored to identify: 
 

Persistent absence 
Declining attendance patterns 
Repeated lateness 
Welfare concerns 
Safeguarding indicators 
Potential visa compliance concerns 

All attendance concerns, communications, meetings and interventions are recorded securely on
BSC systems. 

13. Reporting Absence 
 
Students must inform the school as soon as possible if they are unable to attend lessons. 
 
Notification should normally be made: 
 

Before the start of lessons  
On the day of absence  
By telephone, email or approved communication platform  

 
Students should provide: 
 

Their full name  
Reason for absence  
Expected return date where known  
 

For longer periods of absence, students may be required to provide supporting evidence such
as medical documentation. 
 
Failure to notify the school may result in absences being recorded as unauthorised. 
 

14. Illness and Medical Absence 
 
BSC recognises that genuine illness may occasionally prevent students from attending lessons. 
 
Students who are unwell should notify the school promptly. 
 
Where illness results in repeated or extended absence, the school may request: 
 

Medical certificates  
Doctor’s letters  
Additional evidence where appropriate  

 
Students experiencing ongoing medical or mental health difficulties may be offered additional
welfare or academic support. 
 
The organisation will consider reasonable adjustments where appropriate and in accordance
with the Equality Act 2010. 
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15. Students Under the Age of 18

BSC takes attendance concerns involving students under 18 extremely seriously. 
 
Any unexplained absence involving a young learner will be treated as a safeguarding concern. 
 
Where a student under 18 is absent without explanation, immediate efforts will be made to
contact: 
 

The student  
Parents or guardians  
Emergency contacts  
Group leaders  
Host families  
Agents or sponsors where appropriate  

 
If concerns remain regarding the student’s welfare or whereabouts, safeguarding procedures
will be followed which may include escalation to external safeguarding agencies or the police. 
 
Protecting the welfare and safety of young learners remains the highest priority. 

16. Attendance Notifications and Welfare Checks

Where students fail to attend lessons without explanation, school teams will attempt to contact
the student to check on their wellbeing and establish reasons for absence. 
 
This may involve: 
 

Email communication  
Telephone calls  
WhatsApp or approved messaging platforms  
Welfare meetings  
Safeguarding follow-up procedures  

 
Where absence continues over consecutive days, further contact attempts and escalation
procedures may occur. 
 
The purpose of attendance follow-up is not solely compliance monitoring but also ensuring
student welfare and safety. 

17. UKVI Sponsorship and Immigration Compliance

Students studying under Student visa sponsorship arrangements must comply fully with UKVI
attendance and engagement requirements. 
 
BSC has a legal duty to monitor and report students who fail to maintain satisfactory attendance
and engagement. 
 
This may include students who: 
 

Stop attending lessons  
Miss significant periods of study  
Fail to engage academically  
Do not respond to school communications  
Breach visa conditions  
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Students should understand that UKVI reporting may affect their immigration status and could
result in curtailment of permission to remain in the UK. 
 
Attendance and engagement expectations therefore form part of students’ visa responsibilities. 
 
BSC takes these obligations seriously and expects students to do the same. 

18. Attendance Warning Procedure

BSC uses a staged and supportive attendance intervention process designed to encourage
improvement while providing appropriate support and opportunities for engagement. 
 
The organisation recognises that each student’s circumstances may differ and therefore
interventions may be applied proportionately and on a case-by-case basis. 

18.1 Stage 1 – Informal Intervention and Verbal Warning 

Where attendance first becomes a concern, students may receive an informal intervention or
verbal warning. 
 
This stage may involve: 
 

Attendance discussions  
Welfare conversations  
Academic support meetings  
Review of attendance percentages  
Clarification of expectations and consequences  

 
Students will normally be informed that improvement is required immediately. 
 
Informal interventions and verbal warnings will usually be documented on internal systems. 

18.2 Stage 2 – First Written Warning  

Where attendance does not improve sufficiently, a formal written warning may be issued. 
 
Students will normally attend a meeting with the School Principal or another appropriate school
representative. 
 
The student will be informed: 
 

That attendance remains below acceptable standards  
That previous support and monitoring have not resulted in improvement  
That continued poor attendance may lead to further escalation  

 
A written warning letter will normally be issued and copies may be shared with: 
 

Sponsors  
Agents  
Parents or guardians where appropriate  

 
Clear attendance expectations and review periods will be established.
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18.3 Stage 3 – Second Written Warning 

If attendance continues to remain unsatisfactory, a second written warning may be issued. 
 
This stage will involve a further formal meeting reviewing: 
 

Attendance percentages  
Previous warnings  
Student engagement  
Welfare concerns  
Safeguarding considerations  
Visa compliance implications  

 
Students will again be informed of the serious consequences of failing to improve attendance. 
 
Where appropriate, additional support arrangements may be discussed. 

18.4. Stage 4 – Final Written Warning 

Where attendance concerns persist despite previous intervention and support, a final written
warning may be issued. 
 
Students will be informed that: 
 

Attendance remains unacceptable  
Immediate improvement is required  
Further absence may lead to withdrawal or expulsion  

 
At this stage, students may also be reminded that only exceptional circumstances supported by
evidence may justify further absence. 
 
For sponsored students, concerns regarding UKVI reporting obligations may also be discussed. 

18.5 Stage 5 – Withdrawal or Expulsion 

Where all reasonable interventions and support measures have been exhausted, BSC may
withdraw or expel a student for persistent poor attendance or non-engagement. 
 
This decision will involve senior leadership and may include: 
 

School Principals  
Head of Schools & Admissions  
Group Safeguarding & Compliance Lead  
Head of Academics  
Global Director of Operations 

 
Students withdrawn or expelled for poor attendance may: 
 

Lose eligibility for certificates  
Be reported to UKVI or sponsors where applicable  
Become liable for unpaid fees  
Lose future study opportunities with BSC  

 
No refund will normally be provided in accordance with BSC Terms and Conditions. 
 
In serious cases involving non-engagement, absconding, safeguarding concerns or significant
visa breaches, warning stages may be accelerated or bypassed entirely. 
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19. Holidays and Authorised Leave 

BSC recognises that students on longer courses may occasionally wish to request authorised
holiday. 
 
Students must follow the formal holiday request process. 
 
Holiday requests must: 
 

Be submitted in writing  
Be sent to the school email address  
Be requested at least one week in advance  
Be approved before travel arrangements are made  
Normally run from Monday to Friday only  

 
Students are entitled to one week of authorised holiday for every 12 weeks of study unless
alternative sponsorship conditions apply. 
 
Where approved, courses may be extended by the equivalent study period where applicable. 
 
Accommodation arrangements may not automatically be extended. 
 
Unauthorised holidays will negatively affect attendance percentages and may impact visa
compliance. 
 
Embassy-sponsored students must also comply with the rules and conditions set by their
sponsor or embassy programme. 

20. Public Holidays and School Closures 

BSC schools may close during UK public holidays or scheduled operational closure periods. 
 
No refunds or compensation will normally be provided for lessons affected by public holidays. 
 
Students will be informed of scheduled closures in advance wherever reasonably possible. 

21. Equality, Diversity and Reasonable Adjustments 

BSC is committed to ensuring attendance procedures are applied fairly and consistently. 
The organisation recognises that some students may require additional support or reasonable
adjustments due to: 
 

Disability  
Medical conditions  
Mental health difficulties  
Neurodiversity  
Pregnancy or maternity  
Safeguarding vulnerabilities  

 
Attendance procedures will therefore be implemented sensitively and in accordance with the
Equality Act 2010. 
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22. Record Keeping and Confidentiality 

Attendance records, communications and intervention notes will be maintained securely and
confidentially in accordance with: 
 

UK GDPR  
Data Protection Act 2018  
Safeguarding and confidentiality procedures  

 
Information will only be shared where necessary for safeguarding, welfare, compliance or
operational purposes. 

23. Conclusion 
 
BSC is committed to supporting students in achieving their educational goals through excellent
attendance, active participation and positive engagement. 
 
Regular attendance is essential to academic success, safeguarding, wellbeing and the overall
student experience. 
 
The organisation aims to work collaboratively with students to identify concerns early, provide
appropriate support and ensure that all students are able to benefit fully from their educational
journey with BSC. 
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