East London
Beauty Academy

‘If you can dream it.
you can achieve it’

Register of Learners Admission and Attendance
Policy and Procedure

Register of Learners Admission and Attendance Policy and Procedure is crucial to
maintain proper records for learners and ensure compliance with the Statutory

policies for schools and academy trusts dated 15 March 2022.

1. Introduction

At East London Beauty Academy, we are committed to maintaining
accurate records of learner admission and attendance. This Register of
Learner Admission and Attendance Policy and Procedure outlines our
commitment to compliance with the Health and Safety at Work Act 1974
and other relevant regulations, as well as ensuring learner safety and

effective monitoring of attendance.

2. Scope

This policy and procedure apply to all learners at East London Beauty
Academy including those enrolled in courses, programs, and services

offered by the college.

3. Admission Records

3.1. Learners' admission records will be maintained to include personal
details, contact information, emergency contact details, and relevant

background information.

3.2. Learners will be required to provide accurate and complete admission

information, including proof of identity and qualifications where necessary.
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4. Attendance Records

4.1. East London Beauty Academy will maintain attendance records for all

learners, including class attendance, course attendance, and assessment

attendance.

4.2. Attendance records will be updated regularly and accurately to reflect

learner participation.

5. Monitoring and Reporting

5.1. East London Beauty Academy will monitor attendance records and
identify trends or patterns that may indicate a concern with individual
learners.

5.2. Absences will be recorded, and repeated or extended absences will
trigger follow-up procedures.

6. Engagement and Support

6.1. Learners with attendance issues will be contacted by college staff to

understand and address the underlying causes of absenteeism.

6.2. Support will be provided to help learners overcome attendance
challenges, and reasonable adjustments will be made for learners with

disabilities or specific needs.

7. Reporting Absences

7.1. Learners are responsible for reporting absences to the college as soon
as possible, providing reasons for the absence and an expected return
date.
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7.2. Absences related to health or safety concerns will not result in

disciplinary actions that infringe upon health and safety regulations.

8. Records Retention

8.1. Admission and attendance records will be retained for the duration

required by applicable laws and regulations and then securely destroyed.

8.2. Personal information will be stored and disposed of in compliance

with data protection regulations.

9. Review and Monitoring

10.

11.

9.1. This Register of Pupils' Admission and Attendance Policy and
Procedure will be reviewed regularly to ensure its effectiveness and

compliance with relevant regulations.

9.2. Monitoring will be conducted to assess the impact and

implementation of the policy.

Communication

This policy and procedure will be communicated to all learners, staff,
customers, and stakeholders, prominently displayed in the college

premises, and available electronically.

Review and Approval

This Register of Pupils' Admission and Attendance Policy and Procedure
was last reviewed and approved on August 2022
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This Register of Pupils' Admission and Attendance Policy and Procedure is
designed to maintain accurate and up-to-date records for learners,
ensuring compliance with the Health and Safety at Work Act 1974 and
other relevant regulations. We will ensure full compliance with UK laws
and regulations and regularly review and update the policy to reflect any

changes in our college's practices or the regulatory environment.
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