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1. INTRODUCTION 

1.1. Retention is a key performance measure and is a critical contributor to 

achieving the College’s strategic intentions including: 

1.1.1. Providers of excellent education and skills 

1.1.2. Champions of inclusivity. 
 
 

1.2. The college maintains a sharp focus on ensuring that the right learners are on 

the right course and make substantial progress to achieve their educational 

and employment goals. Hopwood Hall College has maintained high headline 

retention for the last four years. 

 
1.3. Retention targets for academic year 2024-25 will be 94% for all age cohorts 

and across all none work based college-based types of provision, for work-

based learners this is 88%. 

 
1.4. The improvements in retention are part of a wider cross college approach that 

follows the learner journey from pre-enrolment to progression pathways. These 

key stages are identified as: 
1.4.1. Pre-enrolment 

1.4.2. Enrolment 

1.4.3. Induction 

1.4.4. On programme 

1.4.5. Progression 
 
 
2. SCOPE 

2.1. This policy and procedure is applicable to all learners and staff at Hopwood 

Hall College on all types of provision including 16-19 study programmes, adult 

learning programmes or apprenticeships 

 
2.2. The policy provides a framework for improving retention across the learner 

journey which will be consistently applied across the College. 
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2.3. This policy and procedure must be used at all stages of the learner journey 

including where there is a risk of learners not being successfully retained by 

the college both pre and post 43rd day of their college course. 

 
3. POLICY STATEMENT 

3.1. This policy will not discriminate either directly or indirectly against any 

individual on grounds of sex, race or ethnicity, sexual orientation, religion or 

belief, age, disability, inclusion need, gender identity, socio-economic status, 

or any other protected characteristic. 

 
4. AIM 

4.1. The aim of this policy is to ensure that all learners enrol on the course that is 

appropriate for them, that they enjoy their course, maximise their progress 

whilst completing their course, achieve well and progress to their planned 

destination. 

 
4.2. In addition, the policy informs all staff of the college’s expectations for the 

management and monitoring of all aspects of the learner journey and to 

ensure learners are retained and therefore achieve. 

 
5. ROLES AND RESPONSIBILITIES 

5.1. Admissions 
5.1.1. Book applicants onto pre-enrolment events 

5.1.2. Support applicants, where necessary, to change their course choice 

prior to enrolment. 

 
5.2 Attendance Coach 

5.2.1. Attend “Support to Succeed” meetings and undertake actions provided 

by the Programme Manager 

5.2.2. Work with learners and their families to identify, investigate and remove 

the barriers to attendance and engagement 

5.2.3. Ensure that parents/carers contact details are up to date and accurate 

5.2.4. Ensure that parents/carers are informed of unauthorised absences 
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5.2.5. Support learners and families to apply for Financial Support (Bursary, 

Travel Pass, kit). 

 
5.3 Behaviour Support Mentors 

5.3.1. Will attend “Support to Succeed” meetings when required and 

undertake actions provided by the Programme Manager 

5.3.2. Will work directly with learners supporting positive change to their 

behaviour where concerns have been identified. 

 
5.4 Career and Employability Team 

5.4.1. After triage by the Progress Tutors, will Instigate the Talk Don’t Walk 

process for learners who feel they are not on the correct course within 

the first 6 weeks of the academic year 

5.4.2. Manage the transfer process for learners who access the Talk Don’t 

Walk process. 

 
5.5 Centre Directors and Assistant Principals 

5.5.1. Monitor withdrawals and ensure the retention policy is fully 

implemented. 

 
5.6 Curriculum staff 

5.6.1. Provide advice and guidance at pre-enrolment events 

5.6.2. Provide advice and guidance at enrolment events 

5.6.3. Report any welfare concerns to the Programme Manager during 

‘Support to Succeed’ meetings 

5.6.4. Implement the Teaching, Learning and Assessment policy. 
 
 

5.7 Head of Safeguarding 
5.7.1. The head of Safeguarding will make the final decision to withdraw a 

learner who has a Social Worker, is safeguarded or care experienced. 
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5.8 Learning Support Team 
5.8.1. Attend ‘Support to Succeed’ meetings led by the Programme Manager 

and undertake actions agreed to remove barriers to learning and 

provide support to learners to remain on programme and progress. 

5.8.2. Plan transition with learners that have in place an Education, Health, 

and Care Plan (EHCP) 

5.8.3. Meet with the learner, parents/carers, key workers, and agencies to 

review the additional support in place (EHC Review meeting), ensure 

that the required support is in place at the right time. For learners, 

whose place at college is becoming ‘at risk’, arrange for an emergency 

or early EHC Review 

5.8.4. Support attendance at open events both in school and college. 

5.8.5. Liaise with the relevant local authority SEND/EHCP teams for learners 

with an EHCP in place. 

 
5.9 Pastoral Welfare Mentors 

5.9.1. Attend “Support to Succeed” meetings and undertake actions provided 

by the Programme Manager in relation to identifying/identified barriers 

to engagement in education. 

5.9.2. Work closely with Programme Managers and curriculum teams to 

support vulnerable learners. 

5.9.3. Lead on Personal Education Plans (PEP) for Looked After Children, 

identifying any risks and barriers to accessing and engaging with 

education to ensure all support needs are addressed by external 

partners. 

5.9.4. Support Programme Mangers to ensure that all reasonable 

adjustments have been identified and actioned. 

5.9.5. In the event of a Care Experienced learner being withdrawn, they are 

responsible for informing external services, including careers services, 

carers and recording on ILP. 

 
5.10 Programme Managers 

5.10.1. Facilitate 'Support to Succeed’ meetings, review learner attendance, 

and agree and monitor actions. 
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5.10.2. Monitor withdrawals and ensure the retention policy is fully 

implemented. 

 
5.11 Progress tutors 

5.11.1. Conduct a Right Choice review at the start of a learners’ course, which 

is recorded on ProMonitor, within the first 6 weeks of starting a course. 

5.11.2. Were a learner raises concerns about the course not being right for 

them, they will be signposted to the Careers and Employability team 

using a postcard which will be completed by the Progress Tutor. 

5.11.3. Attend ‘Support to Succeed’ meetings and undertake actions provided 

by the Programme Manager. 

5.11.4. Review progression and destination and record on learners’ ILP 

(Individual Learning Plan) 

5.11.5. Carry out a minimum of 3 Progress reviews over an academic year, 

taking place in each term. 

5.11.6. Support learners to complete progression forms where necessary and 

ensure learners have an enrolment booking (Stepping Up), which will 

be documented on the learners ILP in Stepping Up/Destination data 

section. 

5.11.7. Act as the first point of contact for parents/NOK throughout the course. 
 
 

5.12 Safeguarding and Wellbeing Team 
5.12.1. Gather relevant safeguarding and wellbeing information about 

applicants at the pre-enrolment stage. 

5.12.2. If required at the pre-enrolment stage undertake home visits, facilitate 

learner visits to college, attend review meetings and support applicants' 

completion of paperwork to access college based financial support. 

5.12.3. Offer a range of summer transition programmes for relevant learners. 

5.12.4. Gather wellbeing information at enrolment for all learners. 

5.12.5. Record accurately on learners ILP all relevant information relating to 

Safeguarding, care experienced and Mental Health, including previous 

school information were relevant e.g. school attendance information. 

5.12.6. Undertake, for safeguarded and care experienced learners, an 

additional transition meeting in the first 4 weeks of their course. 



Page | 9  

5.12.7. Work closely with Program Managers and curriculum teams to support 

vulnerable learners. 

5.12.8. Ensure that every possible means of support has been identified and 

tried before a decision is made to withdraw a safeguarded learner. 

5.12.9. In the event of a Safeguarded learner being withdrawn, they are 

responsible for informing external services, including careers services, 

carers and recording on ILP. 

 
6. PROCEDURE 

6.1. Pre-enrolment 
6.1.1. All applicants will be required to attend an advice and guidance 

meeting prior to being offered a course place. 

6.1.2. This event will provide learners with information about the college and 

their chosen course. There will also be an opportunity for applicants 

and their parents to ask questions and explore in more detail the 

course offer with relevant curriculum staff. 

6.1.3. All learners at offer stage within the application process will be offered 

a new starter day event. The purpose of the event is to support 

learners’ transition to the college and provide a further practical 

introduction to their chosen course. 

6.1.4. Any learner who, having attended the new starter day event, wishes to 

change their course choice will be supported by admissions to do so. 

6.1.5. Information about safeguarded and care experienced learners will be 

gathered by the Safeguarding and Welfare team prior to enrolment. 

The college will also liaise with all relevant children’s social care teams 

and cared for children teams. 

6.1.6. In response to the information gathered the safeguarding and welfare 

team will were necessary. 

6.1.6.1. Undertake home visits. 

6.1.6.2. Facilitate learner college visits. 

6.1.6.3. Attend relevant review meetings. 

6.1.6.4. Support learners to complete the necessary paperwork to 

access college based financial support. 
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6.1.7. The Safeguarding and Welfare team will also offer a range of transition 

programmes to full time applicants at offer stage that need additional 

support to engage as a new learner with the college. 

6.1.8. This project will support learners who need a gradual introduction and 

transition into the college. This project will be offered to learners in 

August prior to their enrolment and course commencement in 

September. 

6.1.9. Learning Support Team will liaise with the learner and parent/carers, 

key agencies, including schools, the relevant local authority (EHCP), 

health and social care services to identify support needs, and 

appropriate support requirements of prospective learners. 

6.1.10. Plan transition with the agencies involved e.g., attend Year 11 EHC 

Review meetings in schools for learners with an EHCP in place; and 

liaison with schools and agencies to gather information for learners with 

learning difficulties/disabilities (without an EHCP). 

6.1.11. For learners with more complex needs/requirements, arrange 

additional meetings and more in-depth transition meetings with the 

learner and their parents/carers, key agencies. 
6.1.12. Attend the college and school open events. 

6.1.13. Liaise with Programme Managers providing relevant information about 

prospective new learners to plan for support requirements e.g., 

required adjustments and modifications in line with learners’ individual 

needs. 

6.1.14. Liaise with local authorities about the Education, Health and Care plan 

process and commissioning of places e.g., EHCP consultations and 

High Needs funding requirements. 

 
6.2. Enrolment 

6.2.1. All full-time learners will be required to attend a pre-course enrolment 

session. 

6.2.2. At this session, the learner will meet with a member of the curriculum 

team that delivers their chosen course. 

6.2.3. They will confirm with the learner that their current course choice has 

not changed and verify that any entry requirements have been met’. 



Page | 11  

6.2.4. If a learner has not met the entry requirements of the course offered, 

suitable alternatives will be discussed with the learner and if 

appropriate an alternative offer will be made. 

6.2.5. Learners, once they have confirmed their intended course, will meet 

with a member of the Safeguarding and Welfare team who will 

complete a welfare and support information form. 
6.2.6. The welfare and support form will assess: 

6.2.6.1. Home situation. 

6.2.6.2. Previous or current involvement with children’s services 

and/or any other external agency. 

6.2.6.3. Experience of Local Authority Care. 

6.2.6.4. Criminal convictions or involvement with youth justice, 

probation, or police. 

6.2.6.5. Mental health needs and significant medical conditions. 

6.2.6.6. Previous educational experiences, including exclusions, 

managed moves, elective home education or periods out of 

education. 

 
6.2.7. Learners referred to the Learning Support team will have confirmed 

that all relevant information has been recorded accurately as part of 

pre-enrolment activities. 

6.2.8. If information has not been gathered then a Learning Support screener 

will be completed recording: 

6.2.8.1. medical conditions and requirements 

6.2.8.2. accessibility and any requirement for equipment and 

technology, 

6.2.8.3. Exam Access Arrangements 
 
 

6.2.9. The Learning Support team will work closely with relevant local 

authorities (EHCP), schools, health and social care services and 

agencies to gather supporting evidence, and with curriculum teams to 

inform of the adjustments and modifications required to teaching, 

learning and assessment, and learning resources for individual 

learners. 
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6.3. Induction 
6.3.1. Learners will complete a vocational initial assessment in the first 4 

weeks of the course. 

6.3.2. Curriculum staff will use this to identify learners who are not on the 

correct course and provide further appropriate advice and guidance to 

identify the correct course for the learner. 

6.3.3. The learners’ current Programme Manager will process a transfer using 

the college wide process. 

6.3.4. Learners who feel they are on the wrong course can access CEIAG 

(Careers information advice and guidance) at any time during the 

induction period through the Talk Don’t Walk initiative. 

6.3.5. Learners can book in to speak with the careers team, through their 

Progress Tutor, after their Right Choice Review, who will assist them in 

selecting a more appropriate course. 

6.3.6. Progress Tutors as part of the induction process will conduct a right 

choice review. 

6.3.7. Learners who have concerns about their current course choice will be 

referred to the careers team for further IAG (Information, Advice and 

Guidance) and support. 

6.3.8. Any learner identified as safeguarded or looked after will receive a 

further transition meeting with a member of the Safeguarding and 

Welfare team in the first 4 weeks of their course. The meeting will 

confirm that all required support is in place. 

6.3.9. Learners whose behaviour does not meet the college code of conduct 

will be supported by using the Positive Behaviour Policy. 

6.3.10. Learners with poor attendance will be identified at the weekly 

departmental support to succeed meeting, led by the relevant 

Programme Manager, and supported by using the Attendance Policy 
(Learners). 

6.3.11. Progressing learners with poor attendance from a previous academic 

year will be individually assessed by Progress Tutor and Attendance 

Coach. 

6.3.12. Mindful that some learners have complex issues externally and find it 

harder to attend than others. Based on learners circumstances a 
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Personal Attendance Target will be agreed, with a focus on improving 

attendance. 

6.3.13. This will be monitored and reviewed weekly by the Progress tutor, 

supported by the Attendance Coach. Attendance Policy (Learners). 

 
6.4. On programme 

6.4.1. Attendance monitoring and early intervention are an essential part of 

supporting learners to progress and achieve. Programme Managers 

will continue to operate throughout the academic year ‘Support to 

Succeed’ meetings at which attendance will be a key consideration. 

6.4.2. These meetings and subsequent actions will be supported by the 

Progress Tutors, Pastoral Welfare Mentors, Attendance Coaches, 

Learning Support Officers/Coordinators and Behaviour Support team. 

This activity is detailed in the Attendance Policy (Learners). 
6.4.3. Vice Principal Quality with the support of the Vice Principal Curriculum 

and the Head of Quality hold termly performance panels with the 

Centre Directors to identify any programmes at risk of falling below the 

94% retention KPI (Key Performance Indicator) and actions and 

interventions implemented. 

6.4.4. The curriculum ‘Support to Succeed’ meetings will also consider the 

behaviour of learners and where necessary interventions to promote 

positive behaviour. 

6.4.5. This will be led by the Programme Manager but with support from 

vocational tutors, Progress Tutors, Pastoral Welfare Mentors and if 

necessary, Behaviour Support Mentors. This activity is detailed in the 

Positive Behaviour Policy. 
6.4.6. Welfare concerns identified by curriculum staff should be reported 

during the ‘Support to Succeed’ section of curriculum meetings and the 

information shared with the departmental Pastoral Welfare Mentor link. 

Interventions will then be undertaken by the Safeguarding and 

Wellbeing team. 

6.4.7. High quality teaching, learning and assessment are essential to engage 

and retain learners. Lecturers should fully implement the Teaching, 
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Learning and Assessment Policy and the Assessment Policy and 
Procedure. 

 
6.4.8. Potential withdrawals should be monitored by the Centre Director 

and/or Assistant Principal in conjunction with the departmental 

Programme Manager. 

6.4.9. The Centre Director will ensure that all necessary actions detailed in 

this policy have been undertaken prior to a withdrawal request being 

submitted. 

6.4.10. The Vice Principal Curriculum will review all withdrawal requests and 

approve as required. 

 
6.5. Progression 

6.5.1. Progression and destination will be reviewed by the learner’s Progress 

Tutor, who will record the intended destination on the learner’s 

Stepping Up review on ProMonitor. 

6.5.2. This will be updated if necessary due to changes to destination in the 

future. 

6.5.3. Programme Managers, with the support of lecturers will complete the 

progression tracking sheet. Each active learner will have their 

preferred progression option entered onto the tracking sheet. Options 

are Yes, Maybe or No to progressing. 

6.5.4. The learner will then be RAG rated based on the learners expected 

progression choice. 

6.5.4.1. Yes Green 

6.5.4.2. Maybe Amber 

6.5.4.3. No Red 
 
 

6.5.5. Where a learner is identified as not progressing, a note must be added 

by the Programme Manager indicating the reason for not progressing. 

Where the expected non-progression is a college decision then in the 

notes a Programme Manager should add “College decision”. 
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6.5.6. The relevant Programme Manager and Centre Director or Assistant 

Principal will attend a fair access panel to review those learners 

identified as not progressing. 

6.5.7. The Fair Access Panel will be chaired by the Vice Principal for Quality 

and supported by the Head of Safeguarding and the Careers and 

Employability Lead. 

6.5.8. Where a learner is identified as not meeting the required progression 

criteria the Fair Access Panel will refer the learner to the Careers and 

Employability team for IAG or access to external partners such as 

Positive Steps. 

6.5.9. Where a learner is identified as meeting the required progression 

criteria then the learner will progress to the course of choice. 

6.5.10. Progression forms will be completed during PACE sessions and 

Progress Tutors will be provided with a rota, to book appointments with 

the Student & College Services Team to enrol for the next academic 

year (where required) during the Stepping-Up process. 

6.5.11. If a learner would like to move areas, to pursue another career choice 

for the following academic year, they will be provided with an interview 

slot with the Programme Manager of the new area within the allocated 

time/date during Stepping Up. 

 
7. MONITORING AND EVALUATION 

7.1. Retention and the impact of this policy is monitored by the Senior Leadership 

team. The Vice Principal for curriculum is responsible for evaluating its impact. 
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8. DOCUMENTS ASSOCIATED WITH THIS POLICY 

8.1. Attendance Policy (Learners) 

8.2. Positive Behaviour Policy 

8.3. Teaching, Learning and Assessment policy 

8.4. Assessment policy 

8.5. Equality, Diversity, and Inclusion Policy 

8.6. Safeguarding and Child Protection Policy 

8.7. SEND Strategy 

8.8. Code of Conduct 
 
 

If this document is required in an alternative format, please contact 

equiries@hopwood.ac.uk 

mailto:equiries@hopwood.ac.uk
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