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1. Purpose
To ensure that schools, referrers, and parents/carers are kept up to date regarding learners' attendance and safety, and to standardise the procedure for recording attendance, responding to absence, early leavers and absconding, and applying sanctions for non-attendance. Good attendance underpins student achievement, and this policy supports R2S's Quality Improvement Plan target of 90% attendance across all centres.
2. Scope
This policy applies to all R2S students across all sites, and to all staff involved in registration, supervision, and communication with parents/carers, schools, and referrers. As part of R2S's duty of care, all of our students can be considered vulnerable and may struggle with emotional difficulties; they must be protected from behaviours or environments that put themselves or others at risk.
3. Registration and Daily Attendance
1. Attendance registers are completed on the MIS at the beginning of both the morning and afternoon sessions to create the daily attendance record.
1. The attendance officer/administrator updates the register as each student arrives.
1. Upon completion of the initial session register, the administrator will telephone the parent(s)/guardian(s) of any missing learner. Unless R2S has been notified of the absence in advance, an appropriate adult must be called within 15 minutes of the student's start time to ascertain their whereabouts and inform them that the student is not in attendance.
1. For students in care, with a care plan, or under the Youth Justice Service (YJS), the appropriate adult is the allocated social worker or YJS worker (in some cases this may be more than one person).
1. If a learner arrives late, staff will inform the learner's parent(s)/guardian(s) that the child has arrived and is in the care of R2S for the duration of the session.
1. Attendance is collated by the administrator on the MIS and sent to the appropriate school(s) by 10:30 am at the latest. Learners arriving after 10:00 am are recorded as late arrivals, and an updated attendance record is promptly emailed to the appropriate school(s).
4. Communicating Absence
1. If staff are unable to promptly reach the parent(s)/guardian(s) by telephone, a voice message or text message will be left.
1. If a learner is absent for an authorised reason, the reason must be recorded on both R2S's attendance register and the attendance record sent to the learner's school.
5. Early Leavers
1. If a learner leaves early without prior consent or agreement, senior staff must be informed immediately so that they can notify the parent(s)/guardian(s) and the school.
1. If a learner is sent home for disciplinary or health reasons, they will not be permitted to leave the premises until staff have received confirmation from the parent(s)/guardian(s) that the learner is allowed to return home.
6. Absconding and Unauthorised Absence
A student is classed as having absconded if they leave an R2S centre without approved authorisation. This includes failing to return from an offsite lunch break.
1. Students must return from their lunch break on time. Lateness or absconding will result in the offsite lunch break privilege being revoked for one day; continued lateness or absconding will result in the privilege being revoked entirely.
1. Failure to return, or lateness, will be reported to parents/carers and schools/referrers as soon as possible.
1. It is the responsibility of all staff to ensure this process is followed should a student fail to return from any break, including lunch.
1. Students categorised by schools/referrers as high risk require written consent to go offsite for lunch, where necessary as stated in the referral process.
1. Where identified, any relevant guidance provided by schools/referrers within a student's risk assessment, provision map, or EHCP (Education, Health and Care Plan) must be followed.
7. Sanction Process for Non-Attendance
To ensure proper accountability for learners' attendance, the following staged process applies to non-attendance:
First Letter — Reminder
If a learner is absent without prior notice or valid reason, staff will send a first reminder letter to the parent(s)/guardian(s). This letter serves as a reminder of the importance of regular attendance and requests an explanation for the absence.
Second Letter — Formal Warning
If absenteeism continues, a second, formal warning letter will be issued to the parent(s)/guardian(s). This letter stresses the importance of resolving the attendance issue and highlights that continued non-attendance may result in further disciplinary action.
Third Letter — Final Warning
After repeated non-attendance, a third and final warning letter will be issued. This letter will clearly state that further absences without valid reason may result in more severe consequences, including potential suspension or termination of the learner's placement. A meeting with the school may also be required to discuss the situation further.
8. Monitoring and Review
Attendance is recorded daily on the MIS, giving live attendance data for each centre. It is reviewed weekly by centre staff and half-termly by SLT against the 90% target, broken down into authorised and unauthorised absence. Students falling below target are identified early, barriers to attendance are explored with the student, family and referrer, and pastoral or specialist support is actioned as appropriate. This policy is reviewed annually by the policy owner.
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