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Our principles 
 
The policy is in place to ensure all, parents/carers, headteachers, staff, professionals, and agencies, work together to support the attendance of students. 
 
We recognise that students benefit from regular and punctual attendance and that it is important to: 
· maximise access to educational opportunities  
· achieve their maximum potential 
· provide consistency and routine 
· promote well-being 
This policy is applicable to all students for whom YPM is providing alternative education.  The policy will adhere to the relevant Children Acts, Education Acts, and Regulations, as well as Guidance from the Department for Education.  

Aims and objectives 
The purpose of this policy is to promote high levels of attendance for students and to ensure that all those involved in the student’s education are aware of the actions required to promote good attendance. While we recognise some pupils find it harder to attend, our tuition is designed to meet individual needs, and therefore, we encourage high attendance and only miss planned lessons for acceptable circumstances, such as being too ill to attend, or having a medical appointment.  
We are committed to working with schools, local authorities, pupils, and parents/carers to remove any barriers to attendance by building strong and trusting relationships. Our team will discuss attendance openly and sensitively to understand perspectives from parents, pupils, and other partners, using this insight to set targets for attendance 

YPM Attendance Policy adheres to the following legislation and guidance: 
 
· Children Act 1989 
· Children Act 2004 
· Working Together to Safeguard Children (2023) 
· Keeping Children Safe in Education (2024) 
Roles and responsibilities 

YPM is responsible for: 
· Providing prompt daily notifications of student attendance to the student attendance contact. 
· Liaising with parents/carers on notification of attendance/absence. 
· Escalating concerns of absence without delay. 
· Communicating daily attendance with a detailed session report.  
●    Keeping records on student attendance. 
· Monitoring the impact of non-attendance 
· Communicating the Attendance Policy and Procedures to all staff. 
Staff are responsible for: 
· Providing prompt daily notifications of student attendance. 
· Raising concerns on absence without delay. 
· Communicating attendance to managers
· Monitoring the impact of non-attendance 
· Providing mitigations for non-attendance, e.g., work to do from home, online tuition options. 
●   Reinforcing the importance of attendance with the student. 
The School and Local Authority are responsible for: 
· Escalating concerns about absence without delay within the school’s attendance policy. 
· Providing guidance to YPM on managing the student’s absence. 
· Liaising with parents/carers as required to tackle persistent absence. 
· Liaising with third-party agencies as required to tackle persistent absence. 
· Keeping records on student attendance. 
· Provide strategies to remove barriers to the student attending tuition e.g. transport solutions. 
The Parent/Carer is responsible for: 
· Ensuring that their young person attends tuition sessions. 
· Communicating non-attendance promptly to YPM  
· Working in partnership with YPM, the School and other agencies as required to promote good attendance. 
· Reinforcing the benefits of good attendance. 
· Notifying any longer-term concerns over the young person’s ability to attend tuition sessions. 
Monitoring and record keeping 
YPM will ensure that confidential, detailed, and accurate records of attendance are maintained and securely stored and that attendance information is reported promptly to the appropriate person within an agreed time frame. 

Alternative Provision Students (Schools or Local Authorities) 
Attendance contact information can be found on the student referral form. Alternatively, you can ask the office for the contact information.  
1. Start of the Session 
· Attendance must be reported within the first 15 minutes of the session. 
· Non-attendance (see below) must be actioned if the student has not arrived within the first 15 minutes. 
2. Attendance Reporting If the student is present: 
· Report attendance within the first 15 minutes. 
· Email attendance contact. 
· Students not on a school roll - Attendance to be reported to apattendance reporting@cambridgeshire.gov.uk	 
If the student is absent (YPM admin) 
· Report the absence within the first 15 minutes, clearly stating the reason for absence. 
· Email the student's attendance contacts 
· Students not on a school roll - Attendance must also be reported to apattendancereporting@cambridgeshire.gov.uk
· Complete a session report stating the reason for the student's absence. 
Non-Attendance (No Contact Received by YPM) 
· Contact the student's emergency contacts in the first 15 minutes. 
· Inform attendance contacts of the non-attendance and any action taken. Follow up with a phone call, if appropriate.  
· If unable to make contact, inform YPM DSL within the first hour. Students not on the school roll should be reported to the police as missing from education on taking guidance from the DSL, or DDSLs: 
DSL – Sarah Housley Stott 01354 650645 /07515552296 or Jayne Manders 01354 650645/ 07751497100

3 Completion  
After addressing attendance in any of the above scenarios: 
· Complete a session report providing details of the action taken. 
· Complete an incident and accident report if required. 
· [bookmark: _Toc8486]YPM DSL: Acknowledge incident reports and determine further actions. 
Attendance Escalation 
Attendance concerns for alternative provision (AP) students should be escalated when attendance is below 90%. We deliver tuition to students who may have experienced disruption to their education or faced barriers to their engagement in their education. 
Escalating concerns ensures that students receive the support and interventions they require. This prevents further disengagement, safeguards their needs, and overall wellbeing.  It also allows for a collaborative approach with relevant authorities to address underlying issues, which might include safeguarding concerns, mental health challenges, or family circumstances that could be impacting their attendance.

YPM is responsible for: 
· Keeping a record of daily attendance. 
· Recording weekly attendance percentages.  
· Raising concerns for non-attendance. 
· Actioning a plan to support individual student attendance.  

This policy will be reviewed annually to ensure appropriate action is taken to reflect any changes in legislation and/or government guidance, and any requirements of the Local Safeguarding Children Board. 
Next review October 2026 
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