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| ATTENDANCE POLICY







This policy was reviewed by on:                                  
Date: 30th July 2026 Updated 15th September 2026
By: Coren Murley 
Policy will be reviewed on:  30th July 2027                         
Frequency of review: Every 1 year(s) or sooner if government legislation changes 


1. Rationale
This policy aligns with the Department for Education’s (DfE) statutory guidance, Working Together to Improve School Attendance, alongside relevant statutory requirements under the Education Act 1996 and the School Attendance (Pupil Registration) (England) Regulations. The school operates a support-first approach, recognising that absence is often a symptom of underlying challenges, while maintaining high expectations for regular attendance.
1st Staff recognises the strong connections between attendance, attainment, safeguarding, and wellbeing. Regular attendance is essential for young people to access the full benefits of tuition and education. Irregular attendance undermines learning, can lead to educational disadvantage, and may indicate welfare concerns.
As an alternative provision, 1st Staff ensures that attendance monitoring is rigorous, supports pupils with complex or vulnerable needs, and works in active partnership with families, commissioning authorities, and external agencies to promote regular engagement.
1st Staff treats any unexplained absence as a potential safeguarding concern until the pupil’s whereabouts and wellbeing have been definitively established.
2. Definitions of Absenteeism
· Persistent Absenteeism (PA): Defined by the DfE as missing 10% or more of possible school sessions (equivalent to half a day or more per week over a school year), regardless of whether the absence is authorised or unauthorised. Pupils in this category are flagged for early targeted intervention and structured support plans.
· Severe Absenteeism (SA): Defined by the DfE as missing 50% or more of possible school sessions (out of school more than in school). Severe absenteeism is treated as a top-priority safeguarding and welfare concern, triggering coordinated multi-agency support, attendance context reviews, and potential involvement from local authority children’s services.
3. Partnership with Families
Parents and carers are legally responsible for ensuring that children of compulsory school age receive efficient full-time education (Section 36, Education Act 1944).
1st Staff supports families by:
· Providing a comprehensive induction programme for pupils and parents to encourage positive engagement.
· Encouraging open discussion of attendance concerns with the Tutor or Area Lead.
· Ensuring tuition locations are welcoming, safe, and resourced appropriately.
· Ensuring Tutors attend tuition sessions promptly with planned resources.
· Being available to greet, support, and settle pupils.
4. Reporting Absences
Parents/carers must inform 1st Staff of the reason for their child’s absence as soon as possible. Absences should be reported prior to the start of the session by contacting the Area Lead Tutor or Head Office on 0330 174 8191.
For prolonged absences, interim updates must be provided so that 1st Staff can support continued learning where appropriate.
If no contact is made by the start of tuition, the Tutor/Area Lead will initiate first-day contact procedures immediately. Unexplained absences, patterns of irregular attendance, or heightened vulnerability factors will be escalated immediately to the Designated Safeguarding Lead (DSL).
5. Registration and Attendance Timelines
In accordance with the Pupils’ Registration Regulations, all pupils must be registered promptly at the start of each session. Registers must indicate whether absences are authorised or unauthorised.
Typical 1st Staff Session Times:
· Morning Session: 09:00 – 12:00
· Afternoon Session: 13:00 – 16:00
Alternative provision pupils may access part-time or flexible timetables; attendance expectations will be adjusted in consultation with the pupil, family, commissioner, and Head of Education.
6. Immediate Absence Reporting and Commissioner Notification
Where a pupil does not attend as expected, 1st Staff follows a mandatory, multi-step notification and outreach workflow.
5.1 First Day Contact
If a parent/carer fails to report an absence, the Area Lead/Tutor will:
1. Attempt immediate contact with parents, carers, and designated emergency contacts to ascertain the pupil’s whereabouts.
2. Record all contact attempts and any information received.
3. If initial contact is unsuccessful, evaluate existing vulnerabilities or safeguarding risks with the DSL.
5.2 Mandatory 15-Minute Commissioner Notification
The commissioning officer/casework officer must be notified of any absence within 15 minutes of attendance being taken at the start of each session (e.g., by 09:15 for morning sessions or 13:15 for afternoon sessions).
This notification maintains Local Authority oversight and ensures swift action where concerns arise. Every notification sent to the commissioner must include:
1. Pupil’s full name.
2. Date and time of absence.
3. Reason for absence (if known).
4. Actions taken to establish contact with parents/carers.
5. Any immediate safeguarding concerns or heightened risks.
7. Safe and Well Checks
1st Staff has a fundamental duty to satisfy itself that a child is safe when an absence is unexplained or continues beyond the initial session.
Where contact cannot be established with the family, or where there are existing concerns regarding the child's welfare, a Safe and Well Check will be conducted:
· Proportionate Response: Checks are tailored to the child's individual risks and circumstances and may include follow-up telephone calls, outreach to other professionals involved (e.g., Social Workers, Youth Justice teams), or unannounced home visits.
· Agency Escalation: If 1st Staff is unable to establish contact and welfare concerns persist, the matter will be escalated immediately to Children’s Social Care, the Police, or other statutory emergency services in line with safeguarding procedures and Children Missing Education (CME) guidance.
· Refusal to Attend: If a pupil refuses to attend for more than 48 hours, an unannounced attendance check will be conducted to monitor welfare and support re-engagement.
8. Authorised and Unauthorised Absence
Only 1st Staff may authorise an absence within the scope of applicable education legislation.
Authorised Absence includes:
· Genuine illness (medical evidence may be requested).
· Medical or dental appointments that cannot be scheduled outside tuition time.
· Emergencies or unavoidable causes.
· Exceptional circumstances approved by the Head of Education.
· Days of religious observance.
Unauthorised Absence includes:
· Truancy or refusal to attend tuition without valid cause.
· Family holidays during term time (unless exceptional circumstances apply).
· Any absence not approved by 1st Staff.
Term-Time Leave:
The Head of Education may only authorise leave for events of unique, significant educational, emotional, or spiritual value that cannot reasonably occur outside term time. Requests may be discussed directly with the commissioning Local Authority. (Refer to Appendix 3 for full guidance.)
Absconding:
(Refer to Appendix 1: Absconding Procedure.)
9. Lateness
Punctuality is essential to learning and safeguarding. Patterns of lateness will be addressed by:
· Recording all lateness in the daily register.
· Inviting parents/carers to discuss concerns with the Area Lead.
· Developing supportive intervention strategies to improve punctuality.
10. Barriers to Attendance 
Some pupils face additional complex barriers to education due to long-term medical conditions, Special Educational Needs and Disabilities (SEND), Social, Emotional and Mental Health (SEMH) challenges, or complex family circumstances.
1st Staff will:
· Work collaboratively with families to identify and dismantle barriers to attendance.
· Engage external agencies (e.g., School Health, Mental Health services, Child and Family Support Workers, Local Authority teams).
· Convene and participate in Team Around the Family (TAF) or multi-agency meetings.
· Develop tailored individual support plans with agreed attendance targets.
· Maintain high expectations for attendance while applying reasonable adjustments where appropriate.
11. Ongoing Absence and Placement Reviews
11.1 Ongoing Absence Strategies
Where absence continues across multiple days, 1st Staff will remain proactive in engaging the family, understanding non-attendance drivers, and delivering regular progress updates to the commissioning officer.
11.2 Formal Placement Reviews
Persistent absence or repeated non-engagement indicates that the current provision may no longer meet the young person's needs. 1st Staff will formally initiate a Placement Review with the commissioning authority where:
· Unresolved or persistent non-attendance occurs.
· Welfare, safe, and well concerns recur.
· There is evidence that the child is no longer engaging effectively with the provision.
The review will reassess placement suitability, examine underlying reasons for absence, address safeguarding implications, and determine whether altered support arrangements or alternative pathways are required. The child's safety, wellbeing, and educational progress remain central to this process.
12. Reintegration Planning
For pupils returning to school following a prolonged absence (e.g. medical leave, mental health challenges, or severe absence), the school will implement a phased Reintegration Plan tailored to the individual child’s needs.
· Pre-Return Planning: Prior to the return date, a reintegration meeting will be held with the pupil, parents/carers, key school staff (such as the Attendance Lead and SENCo), and external partners where appropriate.
· Flexible Adaptation: Plans may include temporary part-time timetables (used as a short-term supportive measure), adjusted arrival times, reduced homework load, or provision of a designated safe space/key adult for emotional support.
· Progress Reviews: Reintegration plans will include clear, incremental goals and scheduled regular review checkpoints (e.g. bi-weekly) to celebrate progress, adjust support, and ensure smooth, full-time integration.
13. Mandatory Record Keeping
1st Staff maintains detailed, secure electronic records in compliance with GDPR and Data Protection principles. Full audit trails must be established and retained for:
1. Daily session attendance and registers.
2. Verified reasons for absence (authorised and unauthorised).
3. All communication and contact attempts made with families.
4. Logs and outcomes of all Safe and Well Checks (including home visits).
5. Identified safeguarding concerns, CME reports, and statutory referrals.
6. Copies of all 15-minute absence notifications issued to commissioners/casework officers.
7. Actions, decision logs, and outcomes arising from Placement Reviews.
14. Roles and Responsibilities
· Head of Education: Oversees implementation of the attendance policy, approves exceptional authorised absence, liaises with Local Authority officers, and ensures statutory compliance.
· Area Lead: Registers pupils promptly, monitors daily attendance, undertakes first-day contact, notifies the commissioner within 15 minutes of session start, and reports concerns to the DSL and Head of Education. 
· Tutor: Registers pupils promptly via Arbor. Remain available for the duration of the tutoring session to undertake further actions. 
· Designated Safeguarding Lead (DSL): Monitors unexplained absences and welfare risks, oversees Safe and Well Check escalations, ensures CME compliance, and coordinates with external safeguarding partners. Report through approved channels e.g. MYCONCERN.
· Parents / Carers: Responsible for notifying 1st Staff of absences prior to session start, supporting regular attendance and punctuality, and engaging with support plans.
· Pupils: Expected to attend scheduled tuition sessions, engage with support plans, and communicate any barriers affecting attendance.
· Commissioning Officers / Local Authority: Maintain oversight of commissioned placements, receive timely attendance reports, participate in Safe and Well updates, and collaborate on Placement Reviews.
15. Policy Review 
This policy supports effective attendance monitoring, safeguarding, and absence management practices. It operates in conjunction with relevant legislation, statutory guidance, and local safeguarding partnership arrangements. In the event of any conflict between this policy and applicable legislation, statutory guidance, or local authority safeguarding procedures, statutory and legal guidelines shall take precedence.
Policy Review
This policy is reviewed annually or sooner in response to statutory updates, changes in statutory guidance, or lessons learned from safeguarding reviews to ensure ongoing alignment with best practice in Alternative Provision.


Appendix 1: Absconding Procedure
Define "Absconding": Explain that absconding refers to a student leaving the designated tutoring location (library/hub) without informing the tutor or a designated adult or walks out of the environment without consent to do so.
Outline the Procedure:
Immediate Action: Inform parents/ carers/ guardians you'll immediately attempt to contact them via phone. If unsuccessful, you will contact your Area Lead and continue to try and contact the parents/ carers/ guardians.
Search efforts: Tutor will have eyes on the student where possible. If the student goes out of sight, police will be notified, parents are to be made aware if we cannot be informed of the student’s location then we will have to call the police and report the student as a child missing in education. (Unless parents/carers/guardians stipulate that this is not necessary and they take responsibility for locating their child.)
Emergency Contact: Discuss the importance of having an updated emergency contact list so that contact can be established with parents/ Carers/ Guardians.
Police Involvement: Explain that if the student cannot be located within a reasonable timeframe (15 minutes), police will be notified. (Unless parents/carers/guardians stipulate that this is not necessary and they take responsibility for locating their child.)
If the tutoring is in the home: Parents will be responsible for the student if they leave the home. Tutor will inform area lead. 

Supervision and Absconding: 
· Tutor Supervision: Tutors will maintain direct visual supervision of students throughout the tutoring session at all times. 
Contact Emergency Contact: If the student cannot be located within a very brief timeframe (e.g., 5 minutes), the tutor will contact the student's parent(s) or guardian(s) using the emergency contact list provided. Parents are to be made aware if we cannot be informed of the student’s location then we will have to call the police and report the student as a child missing in education. 

Police Notification: If the student remains missing and contact with the parents/guardians is unsuccessful, the police will be notified immediately. (Unless parents/carers/guardians stipulate that this is not necessary and they take responsibility for locating their child.)


If the student walks out of the session: 
Age-Based Response:
The following protocol outlines the response based on the student's age group:
Year 8 and Below: If a student in Year 8 or below goes out of sight of the tutor at any point during the session, the police will be contacted immediately (dial 999). (Unless parents/carers/guardians stipulate that this is not necessary and they take responsibility for locating their child.)
Year 9 and Above:
Standard Wait: For students in Year 9 and above who are not identified as vulnerable, a waiting period of 15 minutes will be allowed for the student to return before contacting authorities.
Vulnerable Students: If a student in Year 9 or above is considered vulnerable due to medical conditions, behavioural issues, or any other relevant factors, the police will be contacted immediately (dial 999) regardless of age group.

The student has told staff they are leaving 
Let the student know that if they leave the tuition site without permission, they have 15 minutes to return to the hub otherwise you will be.

· Calling/advising their parents/carers, parents are to be made aware if we cannot be informed of the student’s location then we will have to call the police and report the student as a child missing in education. 
Calling the police to notify them a student has absconded. (Unless parents/carers/guardians stipulate that this is not necessary and they take responsibility for locating their child.)
· Tutor to document the time that the student leaves.  


Reporting and Decision-Making:
Tutor Action: In all cases, the tutor will conduct a brief search of the immediate vicinity while calling out to the student by name.
Area Lead Decision: The Area Lead, not the tutor, will make the final decision on whether to contact the police based on the age group protocol and vulnerability assessment, the Area Lead will seek advice from the DSL if in doubt, DLS will be notified following all absconding and reports made to police.
Parent/Guardian Contact: Regardless of whether the police are contacted, attempts will be made to reach the student's parents/guardians immediately.
Documentation: A detailed report of the incident will be documented by the Tutor.
 Communication:
· This policy will be communicated to all tutors and parents/guardians during the initial meeting to ensure understanding and agreement.

Importance:
· This protocol emphasises the importance of immediate action and clear communication to prioritize student safety.


Police Notification:
Identify Yourself: State clearly, "This is [Your Name], reporting a missing student from a tutoring session."
 Location: Provide the name and address of the hub/library where the session was taking place.

Student Description: Deliver a concise description of the student, including:
· Age
· Height
· Hair colour
· Eye colour
· Clothing description (including details like colour and type of clothing and shoes/trainers)
 Explain the Situation: Briefly explain that the student went out of sight for a short time, and you have been unable to locate them after searching the area.

Parental Contact: Inform the operator of your attempts to contact the student's parents/guardians and the outcome (e.g., unsuccessful or ongoing).

Markers and Vulnerabilities: If applicable, mention any known information regarding:
· Involvement with knives, gangs, or criminal activity
· Medical conditions or behavioural issues
Stay Put and Update: Advise the operator that you will remain at the location and will inform them of any updates, such as finding the student or reaching the parents.








Appendix 2: Illness, Medical, and Dental Appointments
Purpose: To clarify procedures for managing absences due to illness or medical appointments.
Illness:
· Parents/carers must inform the Area Lead/Tutor of illness as soon as possible.
· Pupils too unwell to attend tuition will be marked as authorised absence.
· If absence is prolonged or frequent, 1st Staff may request medical evidence.
Medical or Dental Appointments:
· Absence may be authorised if appointments cannot be scheduled outside tuition times.
· Parents/carers should provide:
· Appointment card/letter, or
· Verbal confirmation by telephone or in person.
· Tutors should support pupils in catching up on missed work where appropriate.
Frequent Medical Absences:
· Where medical absences are frequent or affect attendance patterns, the Area Lead/Tutor will:
· Review with Head of Education
· Consider an individual support plan
· Engage external agencies if necessary (e.g., School Nurse, health professionals)
Recording:
· All illness-related absences are recorded in the register with a clear distinction between authorised and unauthorised sessions.










Appendix 3: Term-Time Leave Guidance

Purpose: To outline the policy and procedure for requesting leave during term time.
Legal Context:
· There is no entitlement for pupils to take holidays during term time. Leave may only be granted for exceptional circumstances (Education Act, DfE guidance).
Exceptional Circumstances Definition:
· Events must be rare, significant, unavoidable, and short.
· Examples may include:
· Family bereavement
· Educational opportunities of unique value
· Exceptional personal or cultural events
Procedure for Requesting Leave:
1. Parents/carers submit a written request to the Head of Education at least [insert number] days in advance.

2. The Head of Education will consider:
a. The pupil’s attendance record
b. The educational impact of absence
c. Whether the event could reasonably occur outside term time

3. Consultation may occur with:
a. Other education settings
b. Local Authority attendance team

4. The Head of Education will respond in writing, clearly stating:
a. Authorisation granted or refused
b. Expected return date
c. Any conditions for continued engagement
Unauthorised Leave:
· Leave not approved by the Head of Education is unauthorised.
· Persistent unauthorised leave may result in:
· Referral to the Local Authority
· Penalty notices or legal proceedings
Monitoring:
· Attendance following leave will be reviewed to ensure engagement is maintained.


Appendix 4: Codes

	Code
	Title
	Examples of when this might be used
	Example comment to be left on Different Class

	#
	School closed to pupils
	· Essex term dates 
· Provider shut down days. 
· School term dates 
	

	/
	Present AM
	· Present AM
	8:30-12.00

	\
	Present PM
	· Present PM
	12:00- 16:30 

	B
	Attending any other approved educational activity. 
	· Attending transition days at a school they are to become a registered pupil. 
	XX transition day at XX school. 

	C
	Leave of absence for exceptional circumstances.
	· Attending a funeral
· Meeting with professionals such as social workers/case holder/annual reviews etc
· There is no longer a ‘H’ code for authorised holidays, if a case holder/IPES have informed you that a holiday is approved, you will now use the C code for this. 
· (There are many reasons why we would authorise an absence, please do email us and we can let you know if the pupil’s absence can be authorised.
	XX Absent today, meeting with social worker. 

XX attending funeral today. 

XX on Holiday which was approved by (Case holder name / IPES name)

	E
	Exclusion 
	· Pupil is suspended for a fixed period. 
	Suspension day X of X, IPES aware.  

	G
	Holiday not granted by the Local Authority. 
	· Pupil is on holiday and hasn’t sought approval from ECC beforehand. 
· A leave of absence cannot be granted retrospectively. If the parent/carer did not apply in advance for approval, leave of absence should not be granted. 
	XX Parent/carer informed us XX on holiday until xx/xx/xx

	I 
	Illness (Not medical or dental etc appointments)
	· Illnesses, includes both physical and mental health. 
· Includes hospital stays due to illness (Including mental health)
	XX mum called/text/email/left a voicemail to say XX has a cold/covid/vomiting bug. 

	J1 
	Attending an interview for employment or for admission to another educational institution
	· Pupil is attending a school/ college interview. 

	Attending an admissions interview at X school/ college 

	L
	Late
	· Arrived late but before the register had closed. (register must remain open for 30 minutes after session is due to start)
· If arrived after register has closed, i.e. more than 30 minutes after the session start, please use code U. 
	Arrived 30 minutes after session started

	M
	Medical/Dental appointments
	· Doctor’s appointment
· Dentist
· CAHMS/ Therapy 
· Comment what type of appointment they have.
· This code must not be used for both AM and PM sessions, M code is used for the session that covers the appointment and the appropriate attendance/absence code used for other session. For examples, if a medical appointment is at 10am, the AM session is M code, if pupil doesn’t attend the PM session the relevant absence code should be used. 
	Dentist appointment 

Doctor’s appointment 

	N
	No reason yet provided for absence
	· Used when a pupil doesn’t arrive for their session, with no prior warning and you are unable to make contact with parent/carer. 
· This is a holding code – once you have contacted parent/carer please update using the relevant absence code.
· If a reason for absence cannot be established within 5 school days, providers must amend the pupil’s record to an O code.

	XX was due in at 9. 
9.16 - VM left for Mum req call back
9.16 - Follow up text sent
9.30 – 2nd call attempt, no answer. 
9.30 Vicky Andrews and IPES emailed.
10.00 Door knock attempted, no answer. 

	O
	Unauthorised absence
	· Refusal
· Appropriate adult not available
· Parent unable to transport the pupil to their session (If this is the usual mode of transport)
· Refused cover tutor.
· Parent/Sibling had appointment so unable to attend. 
· Too tired to attend.
· Reason for illness is not believed to be genuine. 
	XX mum called to say they couldn’t wake XX up. 

Appropriate adult not available.  Mum text to inform us. 

Voicemail left informing us XX cannot attend today due to brother having Doctor’s appointment. 
Tutor unavailable, spoke to Dad on phone who refused cover tutor. 

	Q
	Lack of access arrangements
	· Only covers scenarios where the local authority has a legal duty to provide the pupil with transport and it has not yet been arranged. 
· Can only be used if the transport assessment has been approved, but transport is not yet in place.  This code may be changed by the QA team if the pupil is not eligible for LA transport following a check. 
	XX waiting for transport to be put in place. 

(If the pupil is placed by SEND Operations, please check parent/carer has applied for transport) 

	R
	Religious observance 
	· Pupil is absent due to a day of religious observance set aside by the religious body that they belong to. 
	XX is absent due to X religious festival. 

	U
	Late (after register has closed)
	· Register should close after 30 minutes from the start of session. 

	XX arrived (minutes/hours) late 

	V
	Educational visit or trip
	· Can only be used when visit is arranged by or on behalf of someone from the school/provider and supervised by a member of staff. (A provider using this code maintains safeguarding and welfare for the pupil during the educational visit or trip)
	We arranged for XX to attend a museum, XX member of staff accompanied them. 

	Y1
	Transport normally provided, not available. 
	· Pupil unable to attend because provision is not within walking distance and the transport to and from provision that is normally provided is not available. 
	XX taxi did not arrive this morning. 

	Y2 
	Widespread disruption to travel.
	· The pupil is unable to attend due to widespread disruption caused by a local, national, or international emergency. 
	XX unable to attend due to flooding in area. 

XX unable to attend as unable to fly home from holiday due to XX (Must be a national/international emergency i.e. airspace being closed and not due to them missing their plane) 

	Y3 
	Part of the school premises closed. 
	· Part of the premises is unavoidably out of use and the pupil is one of those the school considers cannot practicable be accommodated in other parts of the premises that remains open. 
	We have had to close part of premises for XX days due to XX, therefore session have had to be cancelled. 

	Y4
	Whole school closed.
	· Where a school was planned to be open but has had to close unexpectantly.
	Site closed due to flood/power cut/no heating etc.



	Y5 
	Child is in criminal justice detention.
	· Pupil is unable to attend due to being in police detention or remanded to youth detention awaiting trial or sentencing or detained under a sentence of detention. 
	XX is on remand.



	Y6
	Acting in guidance with public health guidance or law
	· Pupil is prevented from attending because their attendance at school would be contrary to any guidance relating to the incidence or transmission of infection or disease. 
	Do not use for any illness, only when public health guidance is issued which will prevent a pupil from attending. 

	Y7
	Any other unavoidable cause
	· An unavoidable cause that is not covered by the above codes. 
· The unavoidable cause must be something that affects the pupil, not the parent. 
· Providers must record the nature of the unavoidable cause. 
	XX tutor is unavailable. 

XX’s tutor’s car broke down. 

Tutor is unwell, expected to return on XX. 



	Z
	Pupil not on roll
	· Learner is on different class, but provision hasn’t started yet. 
· When provision has ended. 
· When provision has been placed on hold by the case-holder, and a timetable is not being offered. 
· The Z code should not be used for pupils who have been admitted to hospital as an inpatient. 

	Contract start date xx/xx. 

Meet and greet booked in for xx/xx, expected start date xx/xx. 

Provision has ended. 

Provision has been placed on hold from xx by xx
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