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Attendance Policy
Supporting Every Young Person to Attend, Engage and Thrive
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[bookmark: _Toc234785213]1. Aims
This policy sets out our commitment to supporting excellent attendance at Futures-Essex, in line with the Department for Education's (DfE's) statutory guidance on working together to improve school attendance, and the standards expected of Non-School Alternative Provision and Essex County Council IPES Framework providers.
This policy aims to:
1. Set high expectations for the attendance and punctuality of every young person
1. Promote good attendance and help young people understand its benefits
1. Reduce absence, including persistent and severe absence
1. Ensure every young person has access to the full educational offer to which they are entitled
1. Act early to address emerging patterns of absence, in a way that is therapeutic and trauma-informed, not punitive
1. Build strong relationships with young people, families, caseworkers and commissioning schools, so that attendance is a shared responsibility
1. Be transparent and timely in sharing attendance information with the commissioners who rely on it for safeguarding and quality assurance
[bookmark: _Toc234785214]2. Legislation and Guidance
This policy has been written with regard to:
1. The DfE's statutory guidance on working together to improve school attendance
1. The DfE's Alternative Provision standards
1. Keeping Children Safe in Education (KCSIE) 2026
1. The Children's Wellbeing and Schools Act 2026, including its provisions on children not in school and information-sharing between education settings and local authorities
1. The Education (Pupil Registration) (England) Regulations 2006, and the School Attendance (Pupil Registration) (England) Regulations 2024
1. The Essex County Council IPES Framework, and Essex's Safeguarding Commissioning Alternative Education guidance
As a non-maintained Alternative Provision, Futures-Essex is not required to complete the school census. However, we align closely with DfE attendance coding and statutory expectations, both for consistency with the schools and local authorities we work alongside, and because accurate, real-time attendance data is fundamental to keeping our young people safe.
[bookmark: _Toc234785215]3. Roles and Responsibilities
[bookmark: _Toc234785216]3.1 Lauren Collin, CEO
Lauren Collin, CEO, is responsible for:
1. Setting high expectations of all leaders, staff, young people and parents/carers
1. Making sure attendance is recorded accurately, and that the required information is shared with commissioners (see Section 9)
1. Making sure Futures-Essex works effectively with local partners to help remove barriers to attendance
1. Regularly reviewing and challenging attendance data
1. Making sure all staff receive adequate training on attendance, including the legal requirements for keeping registers and the fact that absence is almost always a symptom of a wider issue
[bookmark: _Toc234785217]3.2 Pippa Edlin, Provision Manager/SENCO/DSL
Pippa Edlin is responsible for:
1. The day-to-day implementation of this policy
1. Calling parents/carers where a young person has not arrived and 15 minutes has passed since the start of the session (see Section 4.5)
1. Supporting tutors with monitoring the attendance of individual young people
1. Working with parents/carers of young people with SEND, or an EHC plan, to develop specific support approaches where attendance is a barrier, including transport-related non-attendance
1. Communicating with the local authority where a young person with an EHC plan has falling attendance, or where there are barriers to attendance relating to their needs
[bookmark: _Toc234785218]3.3 Anna Jacobs, Therapeutic Lead/DSL
Anna Jacobs supports the attendance strategy by:
1. Considering the emotional and therapeutic factors behind non-attendance, and feeding these into a young person's Keeping You Safe plan
1. Supporting young people returning after a period of absence (see Section 7)
[bookmark: _Toc234785219]3.4 Tutors
Tutors are responsible for recording attendance for both the AM and PM sessions, using the correct codes (see Appendix 1), as soon as each young person arrives.
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Admin staff will:
1. Take calls from parents/carers about absence on a day-to-day basis, and record this on Learntrek
1. Transfer calls to the Provision Manager where more detailed support is needed
[bookmark: _Toc234785221]3.6 Parents/Carers
Where this policy refers to a parent, it refers to the adult Futures-Essex and/or the local authority decides is most appropriate to work with, including anyone with parental responsibility, or day-to-day care of the young person.
Parents/carers are expected to:
1. Make sure their young person attends every timetabled session, on time
1. Call the office to report their young person's absence on the day of the absence, and before the start of the session wherever possible (01245 982888)
1. Provide Futures-Essex with more than one emergency contact number
1. Arrange appointments outside of session times, wherever possible
[bookmark: _Toc234785222]3.7 Young People
Young people are expected to:
1. Attend every timetabled session, on time
1. Let a member of staff or their parent/carer know, wherever possible, if they are struggling to attend
[bookmark: _Toc234785223]4. Recording Attendance
[bookmark: _Toc234785224]4.1 Sessions and Registration
Futures-Essex delivers two sessions each day:
1. Morning (AM): 09:00 – 12:00
1. Afternoon (PM): 12:30 – 15:30
Attendance is recorded electronically on Learntrek, our MIS, as soon as a young person arrives for each session — not retrospectively at a fixed registration time. This gives us a live, accurate picture of who is on site at any point in the day, which is essential for safeguarding.
Where a young person is placed with us via the Essex IPES Framework, attendance is also recorded on DCPro, Essex County Council's alternative provision attendance system, so that the local authority and commissioning school have real-time visibility of attendance alongside our own MIS record.
Any amendment to the attendance register will include the original entry, the amended entry, the reason for the amendment, the date it was made, and the name and position of the person who made it. Every entry is kept for 6 years.
[bookmark: _Toc234785225]4.2 Unplanned Absence
The young person's parent/carer must notify the office of the reason for the absence on the first day, by the start of the AM session or as soon as practically possible, by calling 01245 982888 or emailing admin@futures-essex.co.uk. We will mark absence due to physical or mental illness as authorised.
[bookmark: _Toc234785226]4.3 Planned Absence
Attending a medical or dental appointment will be counted as authorised, as long as the parent/carer notifies the office in advance. We encourage parents/carers to make appointments outside of session times wherever possible; where this is not possible, the young person should be out for the minimum time necessary.
[bookmark: _Toc234785227]4.4 Lateness and Punctuality
A young person who arrives late:
1. Before the register has closed will be marked as late, using the appropriate code
1. After the register has closed will be marked as absent, using the appropriate code
[bookmark: _Toc234785228]4.5 Following Up Non-Attendance
Where a young person does not arrive for a session and we have not been notified of a reason:
1. The session is coded N (reason for absence not yet established) on our MIS, and on DCPro where applicable
1. The Provision Manager calls the young person's parent/carer, or another emergency contact, once 15 minutes has passed since the start of the session
1. If contact cannot be made with any emergency contact, Futures-Essex will notify the local authority and the young person's on-roll or commissioning school
1. A note is always added against the code, recording who was contacted, when, and the outcome — this is essential both for safeguarding continuity, and so that commissioners can see the full picture behind a code, not just the code itself
1. Once the reason is confirmed, the code is updated to the correct code (see Appendix 1) and the note updated accordingly, no later than 5 working days after the session
1. The Provision Manager will call the parent/carer on each day that an absence continues without explanation, to make sure proper safeguarding action is taken. Where relevant, unexplained absence is reported to the young person's youth offending team officer
[bookmark: _Toc234785229]4.6 Reporting to Parents/Carers and Commissioners
Futures-Essex will regularly inform parents/carers about their young person's attendance and absence levels, half-termly, within provision progress reports. See Section 9 for how attendance data is shared with commissioners.
[bookmark: _Toc234785230]4.7 Home-Educated Young People
Some young people attend Futures-Essex as part of a home education arrangement, rather than through a local authority or school commissioning route. For these young people, we still record attendance in exactly the same way, on MIS, as soon as they arrive for each session, so that we always know who is on site and can respond quickly to any welfare concern. However, because there is no commissioning relationship with a local authority or on-roll school, this attendance is not routinely logged on DCPro, and is not shared with a caseworker or commissioning school in the way described in Section 9. We share attendance information directly with home-educating parents/carers, and only share it more widely — for example with the local authority — where the parent/carer has asked us to, or where we have a safeguarding duty to do so.
[bookmark: _Toc234785231]5. Authorised and Unauthorised Absence
[bookmark: _Toc234785232]5.1 Leave of Absence
The Provision Manager will only grant a leave of absence during term time where the request meets the specific circumstances set out in the 2024 school attendance regulations, namely:
1. Taking part in a regulated performance, or regulated employment abroad
1. Attending an interview
1. Study leave
1. A temporary, time-limited part-time timetable
1. Exceptional circumstances
Other valid reasons for authorised absence include, but are not limited to:
1. Illness, including mental health illness, and medical/dental appointments (see Sections 4.2 and 4.3)
1. Religious observance, where the day is exclusively set apart for religious observance by the religious body to which the parent(s) belong
1. Parent(s) travelling for occupational purposes, where this has been agreed with Futures-Essex in advance
1. Any other unavoidable cause, such as disruption to travel caused by an emergency, a lack of access arrangements, or site closure
[bookmark: _Toc234785233]5.2 Sanctions and Penalty Notices
Futures-Essex does not issue sanctions or penalty notices for unauthorised absence — this responsibility sits with the young person's on-roll or commissioning school and the local authority, not with us as the alternative provider.
Where absence is unauthorised or of concern, our role is to record it accurately, communicate it promptly to parents/carers and commissioners, and work collaboratively to remove the barriers behind it (see Sections 6, 7 and 9).
[bookmark: _Toc234785234]6. Strategies for Promoting Attendance
As a therapeutic Alternative Provision, our approach to promoting attendance is relationship-led and individualised, rather than sanctions-based. We will:
1. Build consistent, trusted relationships between tutors and young people, recognising that a strong relationship is often the biggest driver of attendance
1. Reflect what motivates and supports each young person in their individual timetable and Keeping You Safe plan
1. Recognise and celebrate good attendance and improvements in attendance
1. Maintain regular, positive contact with parents/carers, not just when there is a problem
1. Identify emerging barriers early — sensory, anxiety-related, transport, or family circumstances — and follow up quickly and sensitively, before they become entrenched
1. Work with our SENCO/DSL to consider SEND or EHCP-related adjustments where these are a barrier to attendance
1. Where evidence supports it, agree flexible or adjusted session arrangements with the young person's parents/carers and commissioners
[bookmark: _Toc234785235]7. Supporting Young People Who Are Absent or Returning
We will:
1. Hold a supportive, low-key conversation with any young person returning after an absence, rather than treating it as a disciplinary matter
1. Where absence relates to an emotional or mental health need, involve Anna Jacobs, Therapeutic Lead, to consider whether the young person's Keeping You Safe plan needs review
1. Provide catch-up support for any missed learning
1. Where a pattern of absence emerges, hold a Team Around the Child style meeting with parents/carers, the caseworker and, where relevant, the commissioning school
1. Consider referral to wider support services, such as CAMHS or Early Help, in agreement with the local authority, where this would help address the underlying barrier
[bookmark: _Toc234785236]8. Attendance Monitoring
[bookmark: _Toc234785237]8.1 Monitoring Attendance
Futures-Essex will monitor attendance and absence data, including punctuality, half-termly, termly and yearly, across the provision and at an individual young person level.
[bookmark: _Toc234785238]8.2 Analysing Attendance
1. Identify young people whose absences may be a cause for concern, especially patterns of persistent or severe absence
1. Conduct thorough analysis of half-termly, termly and full-year data to identify patterns and trends
1. Look at historic and emerging patterns of attendance, and develop strategies to address them
[bookmark: _Toc234785239]8.3 Reducing Persistent and Severe Absence
Persistent absence is where a young person misses 10% or more of sessions, and severe absence is where a young person misses 50% or more. Reducing persistent and severe absence is central to our attendance strategy. Futures-Essex will:
1. Use attendance data to find patterns and trends of persistent and severe absence
1. Consider potential safeguarding issues and, where suspected or present, address them in line with Keeping Children Safe in Education
1. Hold regular meetings with parents/carers to discuss attendance, listen to and understand barriers, explain the help available, and review existing actions
1. Provide access to wider support services to remove barriers to attendance, in conjunction with the local authority, where relevant
[bookmark: _Toc234785240]9. Sharing Attendance Data with Commissioners
Attendance is central to how commissioners — the local authority, caseworkers, and on-roll or commissioning schools — monitor a young person's placement, progress and wellbeing. Being transparent and timely in sharing this information is a core part of how we work, and reflects feedback from the Essex County Council IPES Framework quality assurance process.
	What We Share
	Who With

	Real-time attendance and session data
	Essex County Council, via DCPro, for every young person commissioned through the IPES Framework

	Attendance and engagement summaries
	The young person's caseworker, virtual school (where applicable), and on-roll/commissioning school, as part of regular progress reporting

	Immediate notification of unexplained absence or safeguarding concern
	The local authority and on-roll/commissioning school, without delay

	Attendance data on request
	EHCP annual reviews, Team Around the Child/Keeping You Safe reviews, and Essex County Council's IPES Framework quality assurance visits

	Patterns of persistent or severe absence
	Flagged promptly to the relevant caseworker and commissioning school, so support can be coordinated


This data-sharing sits alongside, and does not replace, our normal safeguarding referral routes: any immediate welfare or safeguarding concern is always escalated through our safeguarding procedures first, in line with our Safeguarding and Child Protection Policy.
[bookmark: _Toc234785241]10. Monitoring Arrangements
This policy will be reviewed as guidance from the local authority, DfE or Essex County Council IPES Framework is updated, and as a minimum annually. At every review, the policy will be approved by Lauren Collin, CEO.
[bookmark: _Toc234785242]11. Links with Other Policies
This policy should be read in conjunction with:
1. Safeguarding and Child Protection Policy
1. Low-Level Concern Policy
1. Off-Site Learning Policy


[bookmark: _Toc234785243]12. Appendix 1: Attendance Codes
Futures-Essex uses Essex Attendance coding, aligned with the DfE's national attendance and absence codes, for familiarity across the schools and local authorities we work alongside.
	Present / Late

	/
	Present (AM)
	Young person is present at the start of the morning session

	\
	Present (PM)
	Young person is present at the start of the afternoon session

	L
	Late arrival
	Young person arrives late, before the register closes

	Attending a Place Other Than Futures-Essex

	K
	Attending education provision arranged by the LA
	Young person is attending another setting for provision arranged by the local authority

	V
	Educational visit or trip
	Young person is on an approved educational visit/trip

	P
	Sporting activity
	Young person is participating in an approved, supervised sporting activity

	W
	Work experience
	Young person is on an approved work experience placement

	B
	Other approved educational activity
	Young person is attending an approved educational activity elsewhere

	D
	Dual registered
	Young person is attending a session at another setting where they are also registered

	Absent — Leave of Absence

	C1
	Regulated performance or employment abroad
	Young person is undertaking approved employment (paid or unpaid)

	M
	Medical/dental appointment
	Young person is at a medical or dental appointment

	J1
	Interview
	Young person has an interview with a prospective employer/educational establishment

	S
	Study leave
	Young person has been granted leave to study for a public examination

	X
	Not required to attend
	Young person of non-compulsory age is not required to attend

	C2
	Part-time timetable
	Young person is not attending due to an agreed part-time timetable

	C
	Exceptional circumstances
	Young person has been granted leave due to exceptional circumstances

	Absent — Other Authorised Reasons

	T
	Parent travelling for occupational purposes
	Young person is a ‘mobile child’ travelling with parent(s) for work

	R
	Religious observance
	Young person is taking part in a day of religious observance

	I
	Illness (not a medical/dental appointment)
	Young person is unable to attend due to illness (physical or mental health)

	E
	Suspended or excluded
	Young person has been suspended/excluded from their on-roll school and no alternative provision has been made

	Absent — Unable to Attend Because of Unavoidable Cause

	Q
	Lack of access arrangements
	The local authority has failed to make access arrangements to enable attendance

	Y1
	Transport not available
	Agreed transport is not available

	Y2
	Widespread disruption to travel
	Disruption caused by a local, national or international emergency

	Y3
	Part of premises closed
	Young person cannot be accommodated in the part of the site that remains open

	Y4
	Whole site unexpectedly closed
	e.g. due to adverse weather

	Y5
	Criminal justice detention
	In police detention, remanded, or detained under sentence

	Y6
	Public health guidance or law
	Attendance would be prohibited under public health guidance or law

	Y7
	Any other unavoidable cause
	Used where the cause is not covered by another code

	Absent — Unauthorised

	G
	Holiday not approved
	Young person is absent for an unapproved holiday

	N
	Reason not yet established
	Reason for absence has not been established before the register closes — see Section 4.5

	O
	Absent, other/unknown
	No reason has been established, or the reason given does not meet an authorised code

	U
	Arrived after registration closed
	Young person arrived after the register closed but before the end of the session

	Administrative Codes

	Z
	Prospective young person not yet on roll
	Registered but has not yet joined

	#
	Planned closure
	Whole-provision closure known and planned in advance




[bookmark: _Toc234785244]13. Appendix 2: Attendance Reporting Flow Diagram
This diagram summarises the process set out in Sections 4 and 9, from a session starting through to attendance being recorded and, where applicable, shared with commissioners.
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Staff Quick Reference: Attendance Policy
A one-page summary for staff. This does not replace the full policy — see the sections above for detail.
	Sessions
1. AM: 09:00 – 12:00
1. PM: 12:30 – 15:30
1. Record attendance on Learntrek the moment a young person arrives — not at a fixed time.
	IPES-Commissioned Young People
1. Also log attendance on DCPro, alongside Learntrek.
1. This gives the LA and commissioning school real-time visibility.

	If a Young Person Doesn't Arrive
1. Code N (reason not yet established) on Learntrek, and DCPro where applicable.
1. Provision Manager calls parent/carer or another emergency contact once 15 minutes has passed since the session start.
1. Can't reach anyone? Notify the local authority and on-roll/commissioning school.
1. Always add a note against the code — who was contacted, when, and the outcome.
1. Update to the correct code once the reason is known — within 5 working days.

	Sharing Data with Commissioners
1. Real-time attendance → Essex County Council via DCPro (IPES-commissioned young people).
1. Attendance/engagement summaries → caseworker, virtual school, on-roll/commissioning school, half-termly.
1. Unexplained absence or safeguarding concern → LA and on-roll school, without delay.
1. On request → EHCP reviews, Keeping You Safe reviews, IPES quality assurance visits.

	Remember
1. We don't issue sanctions or penalty notices — that sits with the on-roll school and LA.
1. Our job: accurate recording, prompt communication, and removing the barrier behind the absence.


Record it live. Chase it fast. Share it openly.
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Attendance Reporting Flow

Session starts — AM 09:00 or PM 12:30

Attendance recorded Code N applied —
immediately on Learntrek reason not yet established

IPES-commissioned young
person? Also logged on DCPro

Wait 15 minutes from session start

Provision Manager calls
parent/carer or emergency contact

If yes: reason confirmed —
correct code & note added
(within 5 working days)

If no: notify LA & on-roll school;

continue attempts & follow
safequarding procedures

Attendance record finalised on
Learntrek (+ DCPro where applicable)

Exception — Home Education (Section 4.7)

Attendance is still recorded on Learntrek for safety, but as there is no LA/school
commissioning relationship, it is not routinely logged on DCPro or shared with a
commissioner — only at the parent/carer's request, or where safeguarding requires it.




