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Appendix 7:	  	Attendance Monitoring Baseline Process
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Appendix 7 of the SHU Apprenticeship Delivery Guide - Base Line Process

Attendance Monitoring Flowchart for Apprentices (all levels)

At the outset of every apprenticeship, a three-way commitment statement is signed by the apprentice, their employer and Sheffield Hallam University asthe
apprenticeship training provider.

This commitment statement sets out expectations, permissions and obligations on what the parties can expect from each other. This includes the apprenticeship
journey. It also includes permissions for the sharing of attendance, progression, and support data, In particular at quarterly meetings between the three parties.

Course Leader
Use /adapt Apprenticeship induction slides to ensure leamners download Studygoal App

1)

Module Leader / Tutors
ew and prepare to implement the guidance on Attendance Monitoring for Apprenticeship in JISC and the contingency process.
Check modules are available in JISC Study Goal App
Enrol WBL Coach to your BB site to enable them access to learner analytics

’E (All teaching weeks) v
o Atthe start of each timetabled and mandatory lecture and seminar the tutor generates a 4-digit pin u
T o Apprentices use the pin to record their attendance using Study Goal (JISC)
E. ®  Tutor should note any issues and correct the register as soon as convenient.
o o Forsplit seminar groups manually categorise those that are not required
o Ifanysystem issues implement the see specified contingency process, using this form
o Fornon-mandatory sessions (e.g. drop-ins), the tutor may (optionally) implement an appropriate method of observing engagement
Monthly Meetings Y .
o Attend Monthly Meetings with WBLCoach to include review of al attendance data as per agenda Mestine wkh fesdemic
tanipiate {Sae Appeanticethm Deliary Guids) (Geam=ction10): visor thioil
o ACLsigns off actions at Monthly meeting with WBL Coach = hiiedoudipoint
A
BESE Operations/ Work Based Coach
©  Attend / review Learner Analytics Training and user-guides.
o UserJISCand Data Explorer to prepare for individual APR, for review with Apprentice & mentor
«  Anynon-attendance at APR/ English/Maths/NVQ logged and monitored in E-Track by WBL Coach
ACLand WBL Coach review concerns at monthly meeting: <100% of mandatory sessions; failure to attend APR(s).
e WBLCoach updates Etracker with attendance BRAG
®  WBL Coach undertakesany planned, or urgent interventions agreed, or necessary to take place before next APR -
WBLCoach and ACL may need additional discussionsto agree referral activity (see support options and on-line referral]
o Repeated non-attendance (e.g. > 20% of taught provision) flagged to SSA for welfare check and CRM system update
o Receive and request updates according to individual apprentice circumstances and confidentiality
e Refer toSafeguarding Practice Guidance Note and Notice of Concern process if potential safeguarding issue
e See Apprenticeshp Delivery Guide for more information on escalating issues and agreeing actions of intervention
e Where necessary Trigger Change of Circumstance / withdrawal process. Contact: apprenticeships@shu.ac.uk
Student Support Advisor
o SSAchecks submission activity at the end of the Semester. SSA will escalate as required using established ‘touchpoints’
with academics advisors/ and or work based coach.
For referrals, review existing information in CRM system
Check other learner analytical engagement data e.g. accessing B8, physical use of Learning Centre outputs from
monthly meeting with CL/ WBL coach, in advance of contact.
Contact the Apprentice and invite them in for a welfare check and signposts additional support as appropriate.
Use CRM to diarise updates to the WBL Coach and Academic Advisor according to individual needs and confidentiality
If there is no engagement refer to Apprenticeship specific process for withdrawal /change of circumstances. Contact
BESE Operations and Compliance Team : Apprenticeships@shu.ac.uk)
Apprentice: Attendance and 20%0TJT Apprentice: Engaging with Support
o Attend taught sessions, progress reviews, other elements o Befamiliar with Support as outlined in AllR
of 20% off the ob learning, as per Commitment «  Conduct open and progressive discussion with employer at
Statement Progress Reviews, including setting targets, etc.
Log Attendance using Study Goal App. ©  Confirm reason for any non-engagement.
Update 20% Training Log to include attendance at taught o Engage with support offer e.g. Academic Advisor, Student
Sessions and other developmental activi Support Advisor, Skills, Wellbeing etc.
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