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1.Introduction 

Regular and punctual attendance is essential. Students must attend consistently in order to 

take full advantage of the educational opportunities available to them. Poles APart 

recognises its responsibility to ensure that students attend regularly and punctually, so that 

they have optimum access to learning. 

This policy applies to all children and young people attending Poles APart. It is made 

available to parents and carers on our website. 

Parents and carers have an important role in supporting regular attendance. Where a 

student remains registered at a school, the commissioning school retains its statutory 

attendance and registration responsibilities. Where Local Authority commissions provision 

directly, Poles APart will work with the Local Authority and all relevant professionals in 

accordance with the agreed placement and reporting arrangements. 

Poles APart recognises that attendance is closely connected to safeguarding, welfare, 

belonging and educational progress. In line with Keeping Children Safe in Education (KCSIE) 

2026, Working Together to Improve School Attendance (DfE, updated July 2026), Children 

Missing Education statutory guidance (DfE, 2025), Working Together to Safeguard Children 

2026 and current Alternative Provision guidance, unexplained, persistent or concerning 

absence will be considered in the context of the student’s wider circumstances and any 

potential safeguarding risk. 



 

 

 

 

   
 

As a non-school Alternative Provision, Poles APart maintains robust internal attendance 

records and provides timely attendance information to commissioning schools and Local 

Authorities. Statutory school attendance registers duties remain with the relevant registered 

school or other body where required by law. 

 

2. Aims and Objectives  

This Attendance Policy ensures that all staff and Directors at Poles APart are clear on the 

actions necessary to promote excellent attendance. 

Through this Policy, we aim to: 

• Improve students’ achievement through high levels of attendance and punctuality. 

• Encourage the highest possible attendance for each student, taking account of their 

individual placement, needs, and agreed timetable. 

• Create an ethos in which attendance and punctuality are valued as the norm. 

• Raise awareness among parents, carers, and students of the importance of 

consistent attendance and punctuality. 

• Work in partnership with students, families, commissioning schools, Local Authorities 

and other agencies to identify and reduce barriers to attendance. 

• Promote a safe, supportive, and inclusive environment where students feel secure, 

valued, and able to attend. 

• Establish robust systems for monitoring attendance and ensuring consistency in 

follow-up and intervention. 

• Recognise the central role of staff, Centre Managers, the Administration Team, and 

the Designated Safeguarding Lead (DSL) in promoting and supporting good 

attendance. 

 

Poles APart maintains and promotes good attendance and punctuality by: 

• Raising awareness of attendance expectations among staff, parents and students. 

• Ensuring families understand the attendance expectations associated with the 

student’s placement and agreed timetable. 

• Equipping students with the life skills needed to take increasing responsibility for 

attendance and punctuality. 

• Communicating effectively with parents, students, staff, commissioning schools, Local 

Authorities and Directors on attendance matters. 

• Implementing procedures for identifying, reporting, and reviewing poor attendance or 

lateness. 

• Supporting students with barriers to attendance through a supportive, relational, and 

individualised approach. 



 

 

 

 

   
 

• Following up all absences in a consistent and timely manner. 

• Considering patterns of absence alongside safeguarding information and escalating 

concerns where required. 

 

Key legislation and guidance informing this policy includes: 

• Keeping Children Safe in Education 2026 (in force from 1 September 2026). 

• Working Together to Improve School Attendance – statutory guidance, updated July 

2026. 

• Children Missing Education – statutory guidance, updated September 2025. 

• Working Together to Safeguard Children 2026. 

• Alternative Provision – statutory guidance, updated February 2025. 

• Non-school Alternative Provision: Voluntary National Standards (DfE, 2025). 

• School Attendance (Pupil Registration) (England) Regulations 2024, where applicable 

to the commissioning/registered school. 

• Education Act 1996; Education Act 2002; Education and Inspections Act 2006; 

Children Act 1989 and Children Act 2004. 

 

3. Procedures  

Poles APart will: 

• Maintain robust and accurate internal attendance records for all students attending 

the provision. 

• Record attendance data consistently on ISAMS and, where required by the 

commissioner, on relevant Local Authority systems. 

• Communicate attendance procedures and expectations clearly to staff, Directors, 

parents/carers, commissioning schools and students. 

• Record and follow up on all absences and lateness promptly, ensuring unexplained 

absence is appropriately followed up. 

• Work directly with parents and carers to understand and reduce barriers to 

attendance. 

• Share attendance information with commissioning schools and Local Authorities in 

accordance with agreed reporting arrangements and safeguarding requirements. 

• Escalate safeguarding concerns linked to attendance to the DSL and, where 

necessary, consult or refer to children’s social care, police or other relevant services. 

• Ensure staff understand that a concerning, unexplained or repeated absence must 

not be treated as an administrative matter alone where there may be a safeguarding 

risk. 



 

 

 

 

   
 

• Use attendance information alongside other safeguarding and welfare information to 

identify patterns, emerging concerns, and additional support needs. 

 

 

4. Attendance 

“Good relationships – the heart of all learning.” 

Providing safe and happy places to learn is essential for raising achievement, improving 

attendance, promoting equality, and safeguarding well-being. Poles APart fosters an 

environment where every student feels safe, supported, and respected. 

This policy outlines the philosophy and management of attendance at Poles APart and is a 

working document promoting positive attendance and reducing avoidable absence. 

Its fair and consistent implementation is the responsibility of all staff. 

5. Reporting an Absence  

All absences should be reported to Poles APart as early as possible and normally by 9:00 am 

on each day of absence, unless alternative arrangements have been agreed with the family 

or commissioner. 

Parents/carers should use the attendance contact number 01752956523 (Option 1) or email 

reception@polesapartap.co.uk  . The Administration Team will coordinate daily 

attendance reporting and follow-up in line with Poles APart attendance process. 

Attendance information will be shared promptly with the student’s commissioning school 

and/or Local Authority in accordance with the agreed placement arrangements.  

 

6. Definitions 

For students who remain registered at a school, statutory attendance codes and decisions 

regarding authorised or unauthorised absence are determined by the registered school in 

accordance with the School Attendance (Pupil Registration) (England) Regulations 2024 and 

current DfE guidance. Poles APart will accurately record the reason provided for non-

attendance and share this with the commissioner. 

 

Authorised absence: 

mailto:reception@polesapartap.co.uk


 

 

 

 

   
 

Where the registered school or relevant commissioner has granted leave or the 

circumstances meet a statutory authorised absence category, this will be reflected in the 

school’s statutory attendance record. Poles APart will not independently override the 

commissioner’s statutory coding decision. 

 Authorised Absence: 

• Illness 

• Medical appointments (routine medical/dental check-ups should be made out of 

alternative provision hours whenever possible); if the medical appointment occurs in 

the morning or afternoon, your child is expected to attend Poles APart before or after 

the appointment (you'll need to provide evidence of the appointment) 

• Transport that wasn't provided when it should have been 

• Unavoidable cause (this means an unusual/extraordinary event that couldn’t be 

avoided) 

• A specified, limited period for an immediate family member's bereavement, crisis or 

serious illness 

• A funeral of an immediate family member 

• A one-off sporting event/performing arts competition if your child is participating and 

is at county standard or above (you'll need to provide a letter from the performing 

arts/sports regional governing body as evidence). 

Unauthorised Absence:   

An absence is classified as unauthorised when a student is away from Poles APart without 

the permission of the provision, allocated school or agency and a parent or carer. Therefore, 

deliberately missing education is an unauthorised absence. Where absence has not been 

authorised by the registered school or relevant commissioner, or no satisfactory reason has 

been established, the commissioner may record the absence as unauthorised. Deliberately 

missing education and repeated unexplained absence will be followed up and considered in 

the context of safeguarding. 

 

Examples of unauthorised absence: 

• Caring for other family members 

• Birthdays 

• To interpret for family members 

• Friendship problems 

• Head lice 

• Family holiday 



 

 

 

 

   
 

• Family anniversaries 

• Death of a pet 

• Travel problems 

• Moving house 

• Refusal to attend the alternative provision 

 

Persistent Absence (PA):   

For school attendance purposes, persistent absence is generally defined as missing 10% or 

more of possible sessions. Poles APart will also monitor attendance against each student’s 

individual commissioned timetable, as some students attend Poles APart for only part of the 

school week. 

 

Severe Absence: 

Where a school-aged student is absent for 50% or more of possible sessions, this is 

regarded in national attendance guidance as severe absence. Where Poles APart identifies 

attendance at this level, or a comparable level against the student’s commissioned timetable, 

the DSL and commissioner will be alerted so that coordinated support and safeguarding 

action can be considered. 

 

7. Registration, Late and Expected Arrivals   

Poles APart will maintain an accurate internal attendance record on ISAMS for each student 

and each commissioned session. This record supports safeguarding, operational oversight 

and reporting to commissioners; it does not replace the statutory attendance register 

maintained by a registered school where the student remains on roll. 

Attendance will be recorded using the organisation’s agreed internal process and the 

information required by the commissioning school or Local Authority. Staff must not assume 

that Poles APart’s internal attendance code is the statutory school attendance code. 

Expected arrival time: 9:30 am 
End of day: 2:30 pm 

Registers should normally be completed by 10:00 am so that non-attendance can be 

identified and followed up promptly. However, completion of the register does not replace the 

requirement for staff to act immediately where there is information that a student is expected 

to arrive but does not do so. 



 

 

 

 

   
 

Late and Expected Arrivals 

Where a parent/carer informs Poles APart that a student will be arriving late, the member of 

staff receiving the information must establish an approximate expected arrival time. Staff 

should not record only that the student is “coming in”, “on their way” or “will be late” without 

seeking clarification about when the student is expected to arrive. 

The expected arrival time and any relevant information provided by the parent/carer must be 

recorded promptly in the designated Attendance Teams chat. This ensures that the 

Administration Team and relevant staff are aware of the expected arrival and can support 

appropriate monitoring and follow-up. 

Attendance and expected-arrival information must not be communicated solely through 

informal centre WhatsApp groups, personal messages or other channels that are not part of 

the agreed attendance process. 

Where a student has not arrived within their stated or reasonably expected arrival time, 

the parent/carer must be contacted within 15 minutes to establish the student's 

whereabouts and confirm whether they remain on their way to the provision. 

The outcome of this contact must be communicated through the Attendance Teams chat and 

the attendance record updated as appropriate. 

Where: 

• the parent/carer cannot be contacted; 

• the student's whereabouts cannot be established; 

• the student was understood to have left home or to be travelling to Poles APart but 

has not arrived; 

• information provided is inconsistent or causes concern; 

• there is an unexplained delay in the student's journey; 

• or there are any other concerns regarding the student's safety or welfare, 

the matter must not be left until the next routine attendance check. The Administration 

Team, Centre Manager and DSL/DDSL must be informed promptly so that the 

circumstances can be assessed and appropriate safeguarding action agreed. 

Depending on the circumstances and level of risk, this may include further contact with the 

parent/carer, transport provider or other appropriate person; notification to the 

commissioning school/Local Authority; consideration of known safeguarding and vulnerability 

information; and, where there is an immediate or significant concern regarding the student's 

whereabouts or safety, contact with the Police or other relevant safeguarding agency. 



 

 

 

 

   
 

Staff must remain professionally curious and must never assume that a student who has 

been reported as “on their way” or expected to arrive is safe simply because initial contact 

has been made with their parent/carer. Confirmation of an intended arrival does not 

remove the responsibility to follow up when the student does not subsequently arrive 

as expected. 

Use of Work and Personal Telephones 

Staff must use a Poles APart work landline or work mobile telephone when contacting 

parents/carers regarding attendance wherever these are available. 

Staff are not permitted to routinely contact parents/carers using their personal mobile 

telephone numbers. This protects staff privacy, professional boundaries and appropriate 

organisational communication. 

Where there is an urgent or exceptional situation and a work mobile or landline is 

unavailable, a personal telephone may be used where necessary to safeguard a child or 

ensure essential communication is not delayed. Before making the call, the member of staff 

must ensure that their personal telephone number is withheld, either through the appropriate 

device settings or by using 141 before dialling the number. 

Where a personal telephone has been used exceptionally, staff must ensure that any 

relevant attendance or safeguarding information arising from the call is recorded through the 

appropriate organisational system. Staff should not continue subsequent communication 

with the parent/carer through their personal telephone unless there is an immediate 

safeguarding necessity. 

Recording Actual Arrival 

When a student who has been reported as late subsequently arrives, their actual arrival time 

must be recorded accurately on ISAMS and, where necessary, confirmed in the Attendance 

Teams chat so that the Administration Team is aware that the student has arrived safely. 

Where a student arrives significantly later than expected, staff should establish the reason 

for the delay where appropriate, particularly where there was a period during which the 

student's whereabouts were unclear. 

Punctuality 

If a student arrives late at the start of the day, they may miss learning, enrichment and 

relationship-building opportunities. Poles APart will encourage punctual attendance while 

taking a supportive and individualised approach to understanding and addressing barriers. 



 

 

 

 

   
 

Repeated lateness, unexplained delays in arrival, or patterns where a student's whereabouts 

are unclear between home and Poles APart must be considered alongside the student's 

wider attendance and safeguarding information. Where appropriate, concerns must be 

shared with the DSL, Centre Manager, Administration Team, commissioning school/Local 

Authority and other relevant professionals. 

 

 

8. Intervening with Attendance Concerns 

Poles APart will report attendance in accordance with each commissioning school’s or Local 

Authority’s requirements. Attendance is recorded internally on ISAMS and, where required, 

on relevant Local Authority systems. The Administration Team has responsibility for 

coordinating the daily attendance process, with DSL oversight. 

Where a student does not attend as expected, staff will seek to establish the reason, record 

the information received, and ensure that the commissioning school and/or Local Authority is 

informed in accordance with agreed arrangements. 

Attendance concerns will be considered on an individual basis. Poles APart will seek to 

understand barriers to attendance and work collaboratively with the student, family and 

professionals rather than relying solely on punitive responses. 

Where absence is repeated, unexplained, escalating, or inconsistent with known 

circumstances, the information will be shared with the DSL. The DSL will consider whether 

the pattern may indicate abuse, neglect, exploitation, mental health or wellbeing concerns, 

family difficulties, transport barriers, unmet SEND needs, risk outside the home, or another 

safeguarding issue. 

The Administration Team and DSL will maintain regular oversight of attendance information 

so that emerging patterns and students requiring additional support can be identified 

promptly. 

 

9. Attendance at an Approved Off-Site Educational Activity 

Approved off-site educational activities may include educational visits, Forest School, 

community learning, work-related learning and other activities forming part of the student’s 

commissioned program. 

Students remain subject to attendance monitoring when learning takes place away from a 

Poles APart centre. Staff must ensure the student’s attendance and location are known and 

recorded through the organisation’s agreed off-site and attendance procedures. 



 

 

 

 

   
 

Where a student remains registered at a school, the commissioning/registered school is 

responsible for determining the appropriate statutory attendance code. Poles APart will 

provide accurate confirmation of attendance and the nature of the activity to support that 

decision. 

All staff must follow the current Off-Site Activity Operating Procedures / Policy and relevant 

risk assessments. 

10. Home Visit 

Where a student has missed their commissioned Poles APart sessions for one week, a home 

visit should be completed unless the DSL/manager determines that an alternative 

safeguarding response is more appropriate or the student’s welfare and whereabouts have 

already been satisfactorily verified through professional involvement. 

Home visits are intended to support welfare, engagement, and safeguarding. They must be 

planned and undertaken in accordance with Poles APart’s lone working, safeguarding and 

risk assessment procedures. 

If a home visit is conducted, it must be recorded on ISAMS on the student’s profile and 

reflected in the attendance monitoring record. Any safeguarding information arising from the 

visit must also be recorded through the appropriate safeguarding system and escalated to 

the DSL where required. 

 

11. Alerting the Student's School/Outside Agencies of Student Attendance 

The Administration Team will coordinate daily attendance notifications to the student’s 

commissioning school and/or Local Authority, and to other agencies where this has been 

agreed and is necessary. Notifications will normally be sent after the register has been 

checked, and appropriate first-day contact has been attempted. 

Attendance communications should be factual, proportionate and limited to information 

necessary for attendance and safeguarding purposes. Where a parent/carer provides a 

reason for absence, this should be recorded accurately and shared with the commissioner 

where appropriate. 

Where a student has no allocated school, Poles APart will follow the reporting arrangements 

agreed with the commissioning Local Authority and will escalate concerns to the DSL where 

attendance or whereabouts create a safeguarding concern. 

 

12. Children Missing from Education (CME)  

Poles APart will work in accordance with the principles of the DfE Children Missing 

Education statutory guidance, updated September 2025, and KCSIE 2026. Poles APart 



 

 

 

 

   
 

recognises that children missing education and children who are repeatedly or unexpectedly 

absent from education may be at increased risk of harm. 

Where a student’s whereabouts is unknown, or there is an unexplained or concerning 

absence, reasonable enquiries will be made promptly, and the commissioning school/Local 

Authority will be informed. Depending on the circumstances, safeguarding action may 

include liaison with children’s social care, police, health, housing, or other relevant 

professionals. 

Staff must consider the context and pattern of absence, including whether it may indicate 

abuse or neglect, child sexual or criminal exploitation, trafficking, harmful practices, mental 

health or wellbeing concerns, risk outside the home, family crisis or other unmet needs. 

Poles APart is not the body responsible for removing a pupil from a school admission 

register. Where a student remains on a school roll, the registered school and Local Authority 

retain the statutory duties relating to admission to register deletions and CME notifications. 

Poles APart will provide attendance and safeguarding information promptly to support those 

duties. 

Where a student attending Poles APart has no allocated school, the DSL will ensure that 

concerns about access to suitable education, unexplained absence or unknown whereabouts 

are shared promptly with the commissioning Local Authority so that the appropriate statutory 

response can be considered. 

13. The Legal Framework 

This policy is informed by the following current legislation and national guidance: 

• Keeping Children Safe in Education 2026 – Statutory safeguarding guidance for schools 

and colleges, in force from 1 September 2026. Poles APart applies its relevant 

safeguarding principles to its Alternative Provision practice and works with 

commissioning schools to support their statutory duties. 

• Working Together to Improve School Attendance – statutory guidance, updated 9 July 

2026. 

• School Attendance (Pupil Registration) (England) Regulations 2024 – the current 

regulations governing school attendance and admission registers. 

• Children Missing Education – statutory guidance, updated September 2025. 

• Working Together to Safeguard Children 2026 – statutory multi-agency safeguarding 

guidance. 

• Alternative Provision – statutory guidance, updated February 2025, including 

expectations relevant to independent providers delivering alternative provision. 

• Non-school Alternative Provision: Voluntary National Standards (DfE, 2025) – used by 

Poles APart as an additional quality-assurance reference where applicable. 



 

 

 

 

   
 

• Education Act 1996 – including duties relating to suitable education and school 

attendance. 

• Education Act 2002 and Education and Inspections Act 2006 – relevant education, 

safeguarding and attendance provisions. 

• Children Act 1989 and Children Act 2004 – safeguarding and welfare duties. 

• Relevant Local Authority attendance, safeguarding and Alternative Provision 

commissioning procedures. 

This policy will be reviewed annually, or sooner if legislation, statutory guidance, 

commissioning requirements or organisational procedures change. 

Designated Person: Designated Safeguarding Lead 
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