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Attendance Policy 

 

 

1. Introduction 

At Children’s Sensory Therapy Alternative Education Provision (CST AEP), regular and consistent 
attendance is essential to ensure learners benefit from the personalised one-to-one educational and 
therapeutic support provided. As a trauma-informed and attachment-aware setting, we recognise 
that all behaviour is a form of communication, and many of our learners have experienced trauma, 
attachment difficulties, and neurodiverse challenges, impacting their engagement with education. 
Our aim is to offer a safe, nurturing, and flexible environment where learners can rebuild their 
confidence and re-engage with learning. 

We are committed to: 
- Fostering a positive attitude towards attendance through encouragement and support 
- Ensuring that all students understand the importance of regular attendance 
- Providing clear guidelines for attendance expectations and procedures for reporting 

absences 
- Monitoring attendance and addressing any issues proactively 

Attendance expectations: 
- Students are expected to attend all scheduled sessions 
- Attendance will be recorded. Students must be present for at least 95% of their scheduled 

sessions to maintain enrolment on the programme. However, we do acknowledge this is 
challenging for some children and a graded approach may be required. We will liaise with 
the LA in regard to expectations. Full time attendance is chargeable for full time regardless 
of attendance rates.  

- Parents and guardians are encouraged to support and promote regular attendance. 
- If unable to attend, in some cases there may be the option of the teacher and/ or OT 

completing home based sessions. Mileage would be chargeable. This can be discussed with 
the C/C on a case-by-case basis. Risk assessments will be completed if required.  

Reporting absences: 
Absences may occur for various reasons, including illness, family emergencies, or other valid 
reasons. The following procedures will be followed for reporting absences: 

- Parents or guardians must notify the AEP by phone or email on the day of the absence, 
stating a clear reason for the absence  

- Any absence that is not reported will be marked as unauthorised and parents or guardians 
will be contacted to clarify the situation 
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Attendance monitoring: 
- Attendance will be monitored daily and reviewed monthly 
- Regular attendance checks will identify patterns of absenteeism, allowing for timely 

intervention and support 
- Data on attendance will be reported to the LA as required 
- The register will be taken within five minutes of the expected arrival time. If a child does not 

arrive within ten minutes of the expected start time, a phone call to the primary caregivers 
will be made to establish the reason. 

Attendance Reporting Protocol 

- As part of our responsibility to ensure safeguarding and accountability within our Alternative 
Education Provision (AEP), attendance is recorded twice daily and reported to the 
commissioner in a timely and consistent manner. 

- Morning and afternoon attendance data is communicated via email or telephone call on 
each day the pupil is scheduled to attend. All correspondence is logged and recorded within 
our internal case management system for monitoring, audit, and quality assurance 
purposes. 

- This process ensures real-time visibility of attendance and prompt action in the event of any 
absence. 

 
 
If a student’s attendance falls below the required threshold, the following steps will be taken: 

- A meeting will be arranged between the student, a member of the teaching staff and a 
parent or guardian to discuss attendance concerns and identify underlying issues 

- A tailored action plan, which may include additional support, counselling or adjustments to 
the student’s programme will be developed 

- Regular follow-up meetings to assess progress, with adjustments made to the action plan 
when necessary 

- 95% attendance is expected and if 90% or below, CST AEP will put further measures in 
partnership with the LA. 

 
To encourage and reward good attendance the AEP will implement an attendance recognition 
programme. This may include: 

• Certificates of recognition for students with excellent or improved attendance (if 
appropriate for the individual child)  

• Attendance measures can indicate subtle outcome measure (increased attendance= 
increased engagement and progress) 

 
We recognise the important role that parents and guardians play in student attendance and will 
engage parents through the preferred communication channel. 
 
Trial induction period 
 
Staff sickness or annual leave: cover will be offered if available, if not, the session will be cancelled. 
For joint therapy/ teaching sessions, the session with the staff who was still available could still be 
offered. 
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This policy will be reviewed annually and updated as necessary to ensure its effectiveness. Feedback 
from students, parents and staff will be taken into account during the review process. 
 
Our alternative provision setting is dedicated to fostering an inclusive and supportive learning 
environment, where every student has the opportunity to succeed through regular attendance. By 
working together with families and stakeholders, we can ensure that every student feels motivated 
to attend and participate fully in their education. 

This policy is designed to promote regular attendance in a way that supports each learner’s 
individual needs, understanding that some learners may face significant barriers to attending 
consistently. Our approach emphasises collaboration with learners, families, and professionals to 
promote positive attendance patterns. 

This policy reflects the statutory guidance outlined in the following documents: 

• The Education (Learner Registration) (England) (Amendment) Regulations 2016 
• The Education Act 2002 
• The Education and Inspections Act 2006 
• AEP attendance parental responsibility measures (2015) 
• Working together to improve AEP attendance (2024) 
• Anxious Learners and Anxiety Related Non-Attendance (ARNA) Guidance for Secondary AEPs 

2. Context 

CST Alternative Education Provision offers tailored one-to-one learning for learners who face 
significant barriers to mainstream education. Many of our learners have histories of poor 
attendance, anxiety-related non-attendance, or other issues related to trauma and neurodiversity. 

The Department for Education considers 95% attendance as the benchmark for good attendance, 
but we recognise that many of our learners are working toward this as a long-term goal. Each 
learner’s attendance plan is individualised and takes into account their personal, emotional, and 
educational needs. We aim to offer flexible, supportive learning that maximises engagement, 
whether in-person or remotely, depending on the learner’s circumstances. 

3. Aims and Objectives 

The attendance policy aims to: 

• Support learners’ educational and emotional development by ensuring they attend and 
engage with their one-to-one learning sessions regularly. 

• Recognise and address the root causes of absenteeism, especially in cases related to 
trauma or anxiety, and provide targeted support. 

• Promote a positive relationship with learning, where learners feel safe, valued, and 
motivated to attend. 

• Work closely with families and external agencies to address attendance challenges and 
ensure the well-being of learners. 

• Celebrate progress, no matter how incremental, and offer a non-punitive approach to 
attendance. 

4. Admissions and Attendance Registers 
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Our provision maintains an admissions register and attendance records in accordance with legal 
requirements. Attendance is monitored closely by the teacher, ensuring we respond promptly to any 
emerging attendance concerns. 

5. Supporting Learners with Attendance Challenges 

Given the complex needs of our learners, we provide: 

• Flexible scheduling to meet the individual needs of learners who may struggle with 
traditional AEP hours due to trauma or anxiety. 

• Therapeutic input, particularly occupational therapy, to help learners manage emotional 
and sensory challenges that affect attendance. 

• Home-based learning options for learners who find it difficult to attend in-person sessions. 
• Ongoing family support, including home visits and regular communication, to understand 

and address barriers to attendance. 

6. Roles and Responsibilities 

All members of the team, learners, and families have a role in promoting regular attendance. 

Teachers: 

• Record daily attendance and provide feedback on engagement. 
• Maintain open communication with learners and families regarding attendance issues. 
• Work with learners to encourage regular attendance and address any barriers. 

Occupational Therapist (OT): 

• Monitor attendance records and identify patterns or concerns (teacher and OT). 
• Liaise with families to develop strategies for improving attendance. 
• Collaborate with external professionals (e.g., mental health workers, social services) to 

provide holistic support. 
• Offer direct support to learners struggling with mental health challenges, including anxiety-

related AEP refusal. 
• Work with families to support the learner’s mental health and help improve attendance. 

Parents/Carers: 

• Ensure that their child attends scheduled one-to-one learning sessions regularly unless 
prevented by legitimate reasons (e.g., illness, medical appointments). 

• Communicate with the tutor or OT in cases of absence or lateness. 
• Collaborate with the provision to address any barriers to their child’s attendance. 

7. Addressing Attendance Concerns 

When attendance drops, we understand that there may be underlying emotional or psychological 
challenges. Our response includes: 

• Non-punitive interventions that focus on supporting the learner rather than penalising 
them. 
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• Home visits and personalised support plans to help learners gradually re-engage with 
learning. 

• Therapeutic interventions that address the emotional roots of absenteeism, such as trauma 
or anxiety. 

• Collaboration with external professionals, such as social workers or mental health 
practitioners, to ensure comprehensive support. 

8. Registration and Monitoring 

Teachers are responsible for ensuring that attendance is recorded for each session, using the AEP's 
digital system. Any unreported absence is followed up immediately with the family to determine the 
reason and provide support where needed. 

The teacher and the OT monitors overall attendance trends and coordinates any necessary 
interventions, ensuring that attendance records are accurate and up-to-date. 

The Department for Education (DfE) provides a set of attendance codes to record attendance and 
absence in educational settings, including alternative education provisions. These codes help 
maintain consistent records of student attendance and comply with legal requirements. 

Here’s a breakdown of the DfE Attendance Codes: 

 

Present Codes 

• / (Present AM) – Attended the session in the morning. 
• \ (Present PM) – Attended the session in the afternoon. 
• B (Educated Off-Site) – Present at approved off-site educational activity (e.g., another 

school or vocational training provider). 
• D (Dual Registration) – Registered at two different schools. The code is used at the school 

where the student is not physically present on a particular day. 
• P (Approved Sporting Activity) – Participating in supervised sporting activities. 
• V (Educational Trip/Visit) – Participating in a school-approved educational trip or visit. 
• J (Interview) – Attending an interview for school placement or future 

education/employment. 

 

Authorised Absence Codes 

• C (Authorised Leave) – Absence approved by the school (e.g., short-term leave for a special 
event). 

• E (Excluded) – Excluded from school but still on the school roll. 
• H (Holiday) – Agreed holiday during term time (rare and strongly discouraged by the DfE). 
• I (Illness) – Absent due to illness (requires appropriate parental or medical notification). 
• M (Medical Appointment) – Absent for medical or dental appointments. 
• R (Religious Observance) – Absence for religious observance, as agreed by the school. 
• S (Study Leave) – Study leave for Year 11 students during exam periods. 
• T (Gypsy, Roma, and Traveller Absence) – Absence due to family commitments within the 

Gypsy, Roma, and Traveller communities. 
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Unauthorised Absence Codes 

• G (Holiday Not Agreed) – Unauthorised holiday during term time. 
• N (No Reason Provided) – No reason provided for the absence (should be updated with a 

proper code once the reason is known). 
• O (Unauthorised Absence) – Absence without approval or valid reason. 
• U (Late After Register Closed) – Arrived late after the official register has closed, counted as 

an unauthorised absence. 

 

Administrative Codes 

• X (Not Required to Attend) – Used for sessions where the student is not expected to attend 
(e.g., closure days, COVID-19 quarantine, staggered start dates for new students). 

• Y (Unable to Attend Due to Exceptional Circumstances) – School is open, but the student is 
unable to attend due to exceptional circumstances (e.g., severe weather, transport 
disruption). 

• Z (Pupil Not on Roll) – Student not yet on the school roll (e.g., new enrolment process not 
completed). 

• # (School Closure) – Whole or partial school closure (e.g., due to staff training or 
emergency). 

 

Late Attendance 

• L (Late Before Register Closes) – Arrived late but before the official close of the register, 
counted as present for attendance purposes. 

 

How These Codes Apply in an Alternative Education Provision 

• Dual-registered students (Code D) and those attending off-site educational activities (Code 
B) may be more common in alternative provisions. 

• Accurate use of authorised and unauthorised codes is essential to comply with Children 
Missing Education (CME) regulations and safeguarding responsibilities. 

• Attendance policies should outline procedures for monitoring and following up on absences 
based on these codes. 

 

9. Part-Time Timetables and Flexibility 

As a small provision, we offer maximum of 15-hour provision per student, per week. However, we 
recognize that some learners may need additional flexibility in their schedules. Timetables are used 
to: 
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• Ease learners back into regular attendance, particularly if they have a history of non-
attendance or anxiety-related AEP refusal. 

• Support learners with medical or therapeutic needs, ensuring they have adequate time for 
appointments while still engaging with education. 

• Adjust for individualised learning plans, where learners may require additional therapeutic 
input or shorter sessions to maintain focus. 

All timetables are reviewed regularly with input from learners, families, and professionals to ensure 
that they meet the learner’s needs and promote re-engagement with education. 

10. Lateness 

While we encourage punctuality, we recognize that lateness may be indicative of underlying 
difficulties. Persistent lateness is addressed by the teacher, who will work with the learner and 
family to identify and resolve any barriers. Flexibility in session start times may be offered as part of 
the solution. 

11. Absences and Communication 

Parents are expected to contact the teacher if their child will be absent from a session. Absences will 
be classified as either authorised (e.g., medical appointments, illness) or unauthorised (e.g., 
unexcused absences), and support will be provided accordingly. 

If no communication is received regarding an absence, the teacher will initiate the first-day contact 
process, ensuring that no learner is absent without follow-up. 

 

12. Parental Requests for Absence 

Requests for planned absences should be made well in advance. Absences during term time for 
holidays or non-essential reasons are not authorised unless in exceptional circumstances. All 
requests should be directed to the teacher. 

13. Monitoring and Analysis of Attendance 

The teacher and OT regularly review attendance data to identify trends and address concerns. 
Attendance data is shared with external professionals (e.g., local authorities or commissioners) 
where necessary, ensuring a collaborative approach to supporting learners. 

Attendance data is analysed termly and reported to the Senior Leadership Team. Adjustments to 
the attendance strategy are made based on this data to improve outcomes for learners. 

Absconding Management 

At CST, absconding is taken seriously, as it places students at significant risk. We recognise that 
absconding often stems from an emotional response or unmet need, and we approach the situation 
with a trauma-informed and attachment-aware perspective, aiming to understand and support the 
underlying causes of the behaviour. 
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Our procedures for managing absconding are designed to ensure the safety of the learner while also 
fostering a supportive and understanding environment that addresses the root causes of absconding 
behaviours. 

Procedures for Managing Absconding: 

1. Prevention and Early Intervention: 
o Building Relationships: Our one-to-one learning environment allows staff to 

develop strong, positive relationships with learners, which helps prevent feelings of 
frustration or fear that may lead to absconding. 

o Clear Expectations: Learners are supported to understand the boundaries and 
expectations for their safety and wellbeing. We ensure that these expectations are 
communicated in a supportive and nurturing manner. 

o Personalised Support: By understanding each learner’s triggers and patterns, we 
develop personalised strategies, including de-escalation techniques, to prevent 
situations that may lead to absconding. 

o Safe Space: We ensure learners have access to safe spaces where they can go if they 
feel overwhelmed. These spaces are designed to provide calm and comfort, 
reducing the likelihood of absconding. 

2. Immediate Response to Absconding: 
o Maintain Visual Contact: Staff will maintain visual contact with the learner, ensuring 

they are never out of sight, unless this would place the staff member or learner at 
further risk. 

o Safe Distance: Staff will follow the learner at a safe distance to ensure their safety, 
while avoiding actions that might escalate the situation. 

o Calm Communication: Staff will use calm and reassuring communication to 
encourage the learner to return to a safe space. The focus will be on de-escalation 
and reassurance, avoiding confrontation. 

o Notification of Key Personnel: If a learner leaves the immediate AEP grounds, staff 
will immediately inform the Senior Leadership Team. A decision will be made on 
whether to notify parents, carers, or external agencies such as the police or social 
services, depending on the situation. 

o Location Tracking: If the learner absconds beyond the immediate vicinity of the 
provision, staff will attempt to track their location while keeping Senior Leadership 
Team informed. 

 

3. Escalation Procedure: 

 

o If the learner is out of sight or leaves the premises entirely, staff will follow the 
procedures outlined below: 

§ Immediate Search: Staff will conduct an immediate search of the 
surrounding area to locate the learner. 

§ Contacting Emergency Services: If the learner cannot be located after a 
brief search or if there is an immediate danger (such as proximity to traffic 
or water), staff will contact emergency services. 
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§ Parental Notification: The learner’s parents or carers will be informed as 
soon as it is safe and practical to do so, to ensure they are aware of the 
situation and can be involved in the process. 

4. Post-Absconding Procedures: 
o Safe Return: Upon the learner’s return, staff will ensure they are safe, physically and 

emotionally. Immediate medical or emotional support will be provided if necessary. 
o Debriefing and Reflection: Staff will engage the learner in a calm debrief, focusing 

on their emotional needs. The discussion will avoid punitive measures and instead 
aim to understand what caused the learner to abscond and how we can support 
them better in the future. 

o Review of Individual Support Plan (ISP): The learner’s Individual Support Plan will 
be reviewed and adjusted to include any new strategies or support needed to 
prevent future incidents of absconding. 

o Incident Reporting: All absconding incidents will be recorded on the AEP’s system, 
and the Learning Manager and Senior Leadership Team will review the incident. If 
necessary, a risk assessment will be updated. 

5. Parental and Multi-Agency Involvement: 
o Parents or carers will be actively involved in the review process to ensure that the 

learner receives the support they need at home and AEP. 
o Where appropriate, referrals will be made to external agencies such as Child and 

Adolescent Mental Health Services (CAMHS) or social care for additional support. 
6. Ongoing Support: 

o Emotional Wellbeing Support: Learners who abscond will be offered emotional and 
mental health support, recognising that absconding is often a sign of distress. 

o Safety and Trust Building: Staff will work with the learner to rebuild trust and 
ensure they feel safe and secure within the learning environment. 

Absconding Prevention Strategies 

In a trauma-informed and attachment-aware setting, preventing absconding is a key priority. At CST, 
we believe that absconding often arises from unmet emotional needs, anxiety, or a desire for 
autonomy. Our strategies focus on understanding these underlying factors and providing support to 
reduce the likelihood of absconding. These strategies ensure learners feel safe, understood, and 
supported, reducing the emotional triggers that may lead to absconding. 

Here are some of the absconding prevention strategies we employ: 

1. Building Strong Relationships 

• Consistent Key Workers: Assigning consistent workers (teacher and OT) helps build trust 
with the learner, providing a secure, reliable adult figure they can turn to when distressed. 

• Positive Attachment: We foster a secure attachment between staff and learners by 
maintaining calm, nurturing interactions, especially during stressful situations. 

• Communication of Boundaries: Learners are made aware of clear but flexible boundaries 
and expectations. They are encouraged to express how they feel about these boundaries, 
helping them understand why they exist and feel less confined. 
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2. Creating Safe Spaces 

• Safe Zones: Establish designated areas within the learning environment where learners can 
go if they are feeling overwhelmed or distressed. These spaces allow for emotional 
regulation without needing to leave the building. 

• Emotional Regulation Spaces: In addition to safe zones, learners can access sensory or 
calming areas designed to help them regulate their emotions, providing an alternative to 
absconding when they feel overwhelmed. 

3. Personalised Emotional and Behavioural Support 

• Individual Support Plans (ISPs): Each learner has an ISP that includes strategies to address 
triggers and prevent absconding. These plans are developed in collaboration with the 
learner, helping them feel more in control of their own strategies. 

• Regular Emotional Check-ins: Regular, non-intrusive check-ins allow staff to identify any 
emotional distress early and provide support before it escalates into absconding behaviour. 

• De-escalation Techniques: Staff are trained in trauma-informed de-escalation techniques, 
such as active listening, calm tone, and non-confrontational body language, to reduce 
anxiety or stress that might trigger absconding. 

4. Promoting Autonomy and Choice 

• Offering Choices: Providing learners with choices in their daily activities and learning 
pathways can give them a greater sense of control and reduce the need for absconding as a 
means of escape. 

• Gradual Transitions: We ensure transitions between activities or spaces are smooth and 
predictable, with clear instructions and adequate time for learners to prepare. Abrupt 
changes can increase anxiety, which may lead to absconding. 

• Empowering Learners: By helping learners build autonomy and self-regulation skills, we 
reduce the likelihood that they will feel the need to abscond. We encourage self-advocacy, 
teaching them to communicate their needs before reaching a breaking point. 

5. Early Identification of Triggers 

• Understanding Patterns: Using reflective practice and careful observation, staff identify 
common triggers or situations that lead to absconding. These triggers can include sensory 
overload, changes in routine or social anxiety. 

• Trauma-Aware Sensitivity: Staff are trained to recognise trauma responses and potential 
signs of distress. This allows for early intervention before the learner reaches a point where 
absconding becomes an option. 

6. Strengthening Emotional Resilience 

• Therapeutic Support: Regular access to therapeutic support, including counselling or 
occupational therapy, helps learners process emotions and build resilience to stress. 

• Mindfulness and Relaxation Techniques: Learners are encouraged to use mindfulness 
exercises or relaxation techniques to manage feelings of overwhelm. Staff model and guide 
learners through these practices. 

• Positive Reinforcement: Recognising and rewarding positive behaviours, including managing 
emotions or seeking help before absconding, reinforces constructive coping mechanisms. 
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7. Family and Carer Involvement 

• Collaborative Support Plans: Involving families in the development of support plans helps 
ensure consistency between home and AEP. Open communication with parents or carers 
provides a deeper understanding of the learner’s needs and potential triggers. 

• Regular Parent/Carer Meetings: Ongoing communication with families provides insights 
into changes in the learner’s emotional wellbeing, which can inform support strategies at 
AEP. 

8. Routine and Predictability 

• Structured Schedules: A predictable and structured day with a clear routine helps reduce 
anxiety in learners. Schedules are made visible and explained, so learners know what to 
expect throughout the day. 

• Transition Support: For learners who struggle with transitions, additional support, such as 
visual aids or verbal reminders, when required, is provided to help them move between 
activities or settings without feeling overwhelmed. 

9. Staff Training and Preparedness 

• Trauma-Informed Training: All staff receive ongoing training in trauma-informed practices, 
attachment theory, and managing challenging behaviour with empathy and care. 

• Team Communication: Regular communication between staff ensures that all are aware of 
any concerns regarding a learner’s emotional state, allowing for early intervention. 

10. Multi-Agency Involvement 

• External Support Networks: When appropriate, we engage with external professionals, such 
as social workers, child psychologists, and mental health teams, to support the learner’s 
overall wellbeing and prevent absconding. 

• Emergency Plans: For learners with a history of absconding, emergency plans are in place 
and shared with all relevant parties, including parents and local authorities. 

Conclusion: 

The safety and wellbeing of our learners are paramount at CST. By adopting a trauma-informed, 
attachment-aware approach, we aim to foster regular attendance and prevent absconding through 
proactive, personalised support. We work closely with learners, families, and professionals to ensure 
that each learner can engage in education at a pace that meets their individual needs. In the event 
that absconding occurs, we respond with calm, measured actions that prioritise the learner’s 
immediate safety and emotional needs while ensuring ongoing support to prevent future 
occurrences. 

By fostering a safe, flexible, and nurturing learning environment, we are committed to supporting 
each learner’s educational journey and overall well-being, promoting regular attendance and 
addressing any barriers that might hinder their ability to thrive in education. 

 


