Sample Policy – St. John’s

Learner records Procedure
1. Purpose  of the Procedure

The purpose of this procedure is to ensure records are maintained of learner participation and achievement i.e. attendance, progress through the programme and certification.  
2. Scope/to whom it applies

The procedure applies in particular to those who have responsibility for the maintaining student records and files.
3. Procedure Details
Learner Records

a. At their first enrolment on a college course all students have a personal folder prepared

b. The folder will contain:

i. A signed copy of the student contract

ii. All relevant forms and documentation relating to the student

iii. Copies of any correspondence to/with the student e.g disciplinary items, attendance records, etc)

c. For any letters which are sent to the student, a copy should be forwarded to the office to be placed in the students file.  This is so that staff are aware of any earlier issues which they may need to take into account when writing to students

d. If the student leaves the college the information should be kept for archiving
e. If the student is carrying on to a second year or starting a new course in the college the file should be retained and used for the same student during the next year.

f. All information retained by staff should comply with the data protection act

Monitoring and Recording Student Attendance
a. The college recognises that there are legitimate times when students can be absent from the college.  Typically these are: job interview, illness, attendance at events which will enhance there course of study, appointments at doctors, etc.  
b. Student guidelines with regard to what constitutes acceptable and non acceptable attendance is outlined in the Attendance Policy.  
c. Students must follow college procedure when absent from class as outlined during induction.  Details of student’s attendance should be marked on the class register

d. Class teachers may follow up on attendance by contacting the student to enquire why they are absent.  If the student continues to be absent without adequate reason they may be referred to the attendance committee

e. Students who have withdrawn from the course should be clearly marked accordingly on the register.  Where possible details of why the student has left should also be included.

Keeping Registers

All staff must keep a register of attendance for each lesson that they teach, for each module they are responsible for and for every student.

a. The green register is the official record of attendance that the College is legally obliged to keep, should be marked 15 to 20 minutes into the first lecture of the day for each class and again during the first lecture immediately after the lunch break

b. The register should be collected by the teacher who has the first lecture of the day with the class and returned as soon as possible after being marked

c. Marking the Register 


Student in attendance for first lesson of the day  
Student absent for first lesson of the day

Student arrives late for first lesson (e.g. 15 mins.)                     9.15    (i.e. the time the student arrives)   

Student present AM but absent PM change 

to

Student absent AM but present PM change      
    to



4. Monitoring Process

This procedure is monitored on an on-going basis by the Attendance Officer who prepares an annual report for Senior Management.  Administrative staff monitor the maintenance of files on an on-going basis.
5. Associated documents

Data Protection Act
Attendance Policy


