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Course Register Most recent update: 10 April 2026Tutor 
Initials:

	Course Title:
	 Level:
	Start Date:
	End Date:
	Start Time:
	End Time:

	Tutor Name:
	Venue:
	Learning Aim Ref: 
(Accredited courses only)



 Notes to tutor:· Inform S&E if:
· a learner misses more than 2 sessions
· a learner is regularly late for sessions
· a learner requires significant support to catch up

· Attendance codes must be used and reason for non-attendance stated
· Ensure unauthorised absences are followed up to confirm learner wellbeing



	Learner Forename
	Learner surname
	Insert Attendance Dates
	Learning Support required 
	 Indicate learning  difficulties and disabilities
	Learning support adaptations to be provided by tutor
	Approved by Quality team
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	Learner Forename
	Learner surname
	Insert Attendance Dates
	Learning Support required 
	 Indicate learning  difficulties and disabilities
	Learning support adaptations to be provided by tutor
	Approved by Quality team
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Attendance Notes: (e.g. reason for lateness/non-attendance)


Attendance Codes:

/
Present
O
Absent (reason if known)
A
Authorised absence
S
Self-study
L
Late
T
Transferred
W
Withdrawn

Withdrawals must have a withdrawal form attached to the register






	Tutor signature:



Date:
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