Protocols for Collaborative Working for 14-19 Education in Oxfordshire



Refer to Service Level Agreement

Guidance 

Under the provisions of the Education Act 1996 (s434) and the Pupil Registration Regulations 1995 governing bodies or proprietors of every Learner Base must ensure that an attendance register is kept (except where the pupils are boarders).

Procedures

The legal regulations on registration and attendance require Learning Providers to undertake defined duties to safeguard both the safety of Learners and to ensure their attendance can be tracked. As attendance records may be used in legal action taken against parents for non-attendance, it is vitally important that such records are kept accurately and diligently. 

In the South East Oxon Consortium the Learner Base (usually the schools) and Learning Provider (usually The Henley College) will move to electronic transfer of attendance data once the LA has commissioned the method for so doing.

The Learner Base and Learning Provider agree that a Learner will be deemed to be absent (rather than late) at 9am for the morning session and 1pm for the afternoon session. 

At this time the learning provider will email the registration document to the learning base (using the contact details below).

The role of the Learning Base is to:

· Ensure an accurate register of Learners is lodged with each Learning Learner provider. 

· to record and receive attendance of all students working off-site each session a.m. & p.m.
· To send details of any known absence to the learning provider in advance
Students who are required to leave the Learning Provider during lesson times for e.g. medical appointment, should have a letter from the parent verified and signed by the tutor from the home school.

Students should sign out at reception and sign back in upon return. 

It is important that during induction these agreements are relayed effectively to the Learner and parent/carer.

Parents / carers of students who are absent at a Learning Provider should be informed by the Learner Base as soon as possible after the start of each session.

The Learner Base should inform the Learning Provider of any Learners whose absence should result in an immediate follow up by the Learner Base.

All relevant staff should be aware of any students on first day call out or at risk.

The requirements of the Data Protection Act 1998 apply to the keeping of admission and attendance registers.

The designated members of staff in the Learner Base and the Learning Providers are as follows:

Bishopswood

Chiltern Edge

Gillotts

Icknield

Langtree

The Henley College

Useful links 

DCSF Guidance: The DCSF published Guidance on the Legal Measures available to Secure Regular Learner Base attendance (www.DCSF.gov.uk/schoolattendance).
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