"D skillsand Employment

Non-Attendance and Drop-Out Procedure Flowchart (for learners aged 16-18)

This procedure applies when a learner has:

Identification of non-
attendance or withdrawal

7
Actions

e  Hubs staff monitor
attendance and identify
learners who

o have missed 5 or
more sessions OR

o have formally
dropped out or been
removed from the
programme

e  Hubs staff must notify Jo
Talbot or Lewis Belfield of
any such learners

%

Monthly reporting to
local authority

7
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Actions

e Jo Talbot or Lewis Belfield

will compile a monthly
drop-out list

e This list must be sent to

Young People’s Service

e Report should include:

Learner full name

o Learner date of birth
o Address
o Last known

attendance date

o Reason for withdrawal
(if known)

o Referrer details (if
applicable)

missed 5 or more sessions without returning,

has been formally withdrawn OR

has been removed from the programme for any reason
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Link to safeguarding
procedure

Record keeping
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e [f no contact can be made

e Thisincludes escalation to

Actions

with learner or if any
safeguarding concerns
arise at any point, staff
must follow Safeguarding
and Missed Attendance
Trigger Procedure

Designated Safeguarding
Lead (DSL), contacting
referrers and potential
referral to iART.
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e All actions must be logged

e Ensure records are clear,
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Actions

on Hubs database

dated and include:

o Contact attempts

o Communications with
referrers or
parents/carers

o Safeguarding
escalations (if
applicable)

Compliance: this process ensures compliance with Section 436a of the Education Act 1996 and local authority expectations for tracking NEET risk and early intervention
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