
Week 1

Week 4, 6 , 8, 10 report  
Step 1

Is student in 
attendance 
since last 
report?

Yes No

Has the student been in 
contact, engaged since last 

report? 

Yes No

Student invited to a meeting with 
relevant member of Division staff. (If 
consideration of attendance is on ILP 
meet with  Student Support Officer)

Student does 
not attend

Await 6, 8 10, 12 week report 
Step 2

Has the student been in 
contact, engaged/attending 

since last report?

Student invited to a meeting with 
relevant member of Division Staff or 

Student Support Officer 

No

Await 8, 10, 12 week report 
Step 3 

Yes

No
Student 

withdrawal

Email from the 
Division regarding 
attendance to all 

students

If low % attendance 
send supportive email

 Send supportive email

Has the student been in 
contact, engaged/attending 

since last report? 

Yes

Student attends, action 
plan made

Student invited to a meeting with 
Senior Tutor and consequences 
explained or initiate Support to 

Study, if appropriate. 

Student does 
not attend

*Step relates to the point in which a student enters the Attendance and Engagement process ** Action plan failure = non engagement

Student attends, action 
plan made, if 
appropriate

 Send supportive email 
or create an action 

plan. 
Escalate/de-escalate 

where appropriate
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