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Glow Academy Hair & Education – Attendance & Punctuality Policy
1. Policy Statement
Glow Academy Hair & Education recognises that good attendance and punctuality are essential for learners to achieve their full potential. We are committed to promoting high levels of attendance and punctuality, and to working in partnership with learners, parents/carers, and referring agencies to address any barriers.
2. Aims
- Ensure learners attend regularly and on time.
- Minimise disruption to learning caused by absence or lateness.
- Provide clear procedures for reporting and managing absence.
- Identify and address causes of poor attendance.
3. Expectations
Learners are expected to:
- Attend all scheduled sessions unless unwell or otherwise authorised.
- Arrive on time and ready to learn.
- Inform the academy as soon as possible if they are unable to attend.

Parents/carers and referring agencies are expected to:
- Ensure learners attend as required.
- Communicate reasons for absence promptly.
- Support interventions to improve attendance.
4. Reporting Absence
Absences should be reported to the academy by phone or email before 9.00am on the day of absence, stating the reason and expected return date.
5. Authorised and Unauthorised Absence
Authorised absences may include illness, medical appointments, and family emergencies. Holidays during term time are not authorised unless in exceptional circumstances. Unauthorised absence may result in contact with the referring school or agency.
6. Punctuality
Learners are expected to arrive on time for all sessions. Persistent lateness will be addressed through:
- Discussions with the learner.
- Contact with parents/carers.
- Inclusion in attendance improvement plans.
7. Attendance Monitoring
Attendance is recorded for each session and monitored weekly. Patterns of absence or lateness will be identified and addressed promptly.
8. Interventions for Low Attendance
- Meetings with learners and parents/carers to discuss barriers.
- Attendance improvement plans.
- Referral to external agencies if necessary.
9. SEND Considerations
We recognise that some learners with SEND may require reasonable adjustments to support their attendance and punctuality, including flexible timetables or additional support.
10. Monitoring and Review
This policy will be reviewed annually in consultation with staff, learners, and referring agencies.
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