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BLOS Student Attendance Procedure
1. Late Arrival Protocol
· Threshold: If a learner has not arrived within 20 minutes of the session start time.
· Action:
1. Contact either the school or the parents/careers to determine if the learner is attending.
2. If the learner is not attending, report this and update the student's nonattendance file in the session feedback document.
2. Recording Late Arrivals
· Action:
1. Record the late arrival of any learner in the session feedback.
2. This record is essential for monitoring patterns of tardiness.
3. BLOS Site Register
· Deadline: All learners must have their attendance marked on the BLOS site register by 3 PM.
· Purpose: The Becklands uses this record for students who do not attend school.
4. Session Feedback Submission
· Deadline: Session feedback must be uploaded on the day of the learner's attendance.
· Additional Requirement: Some schools require the feedback to be sent first thing the next day.
5. Reporting Safeguarding and Health Concerns
· Procedure:
1. Any safeguarding concerns, incident reports, or health and safety concerns must be reported to the Designated Safeguarding Lead (DSL) and the site manager immediately.
2. Send an email detailing the concern and follow up with a phone call to ensure it has been received.
3. Complete any relevant paperwork promptly.
This procedure ensures that all aspects of student attendance and safety are monitored and reported accurately and in a timely manner.
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