ATTENDANCE POLICY
IMPORTANT DISCLAIMER - READ FIRST
This Attendance Policy is provided as a template and example only. It is not legal advice.
Each centre, studio or school is responsible for:
· Reading this policy in full
· Adapting it to suit their local context, age ranges, disciplines and legal requirements
· Communicating expectations clearly to students and parents/carers
· Implementing the policy consistently and fairly
No liability is accepted by the author, publisher or distributor of this document for any loss, harm or failure arising from its use. Responsibility for attendance management, decision-making and implementation rests entirely with each individual centre, studio or school.
1. STATEMENT OF INTENT
[Centre/Studio/School Name] is committed to supporting regular and reliable attendance as a key part of safe, effective and high-quality performing arts education.
We recognise that attendance is closely linked to:
· Student progress and confidence
· Group safety and supervision
· Positive behaviour and engagement
· Preparation for performances and examinations
This policy reflects our commitment to positive behaviour management, which means encouraging responsibility and consistency through clear expectations, supportive communication and proportionate responses - not punishment or exclusion.
2. SCOPE OF THIS POLICY
This policy applies to:
· All students enrolled at the centre
· Parents and carers
· All staff, teachers and administrators
· All activities delivered in person, online or in hybrid formats
3. OUR APPROACH TO ATTENDANCE AND POSITIVE BEHAVIOUR
Our studio promotes a positive, supportive approach to attendance, recognising that:
· Children and young people may face barriers to attendance
· Regular attendance is a skill that develops over time
· Clear routines help students feel secure and supported
A positive approach to attendance includes:
· Setting expectations clearly from the outset
· Encouraging commitment and responsibility
· Addressing concerns early and constructively
· Working in partnership with parents and carers
This approach does not mean:
· Ignoring persistent non-attendance
· Lowering expectations for commitment
· Allowing attendance issues to impact safeguarding or learning
4. WHY ATTENDANCE MATTERS IN PERFORMING ARTS SETTINGS
In performing arts education, attendance is particularly important because:
· Learning is sequential and cumulative
· Skills require regular practice and repetition
· Group work relies on consistent participation
· Absences can affect safety, spacing and supervision
· Exam and performance preparation requires continuity
5. EXPECTED ATTENDANCE STANDARDS
[Centre/Studio/School Name] expects students to:
· Attend classes regularly and punctually
· Inform the centre in advance where possible if they are unable to attend
· Engage fully when present
Our studio clearly defines:
· What is considered regular attendance
· How lateness is managed
· Any minimum attendance expectations for performances or examinations
6. ABSENCE PROCEDURES
Parents/carers are expected to:
· Inform the centre of absence as early as possible
· Provide a reason for absence
· Follow any agreed communication process
Our studio will outline:
· How absences should be reported (e.g. email, portal, phone)
· Any timeframes for notification
· How absence information is recorded
7. AUTHORISED AND UNAUTHORISED ABSENCE
Our studio will distinguish between:
Authorised absences, which may include:
· Illness
· Medical appointments
· Family emergencies
· Religious observance
Unauthorised absences, which may include:
· Absence without notification
· Repeated lateness
· Non-essential activities that conflict with classes
8. LATENESS
Lateness can:
· Disrupt learning
· Impact group safety
· Affect the student’s readiness
Our studio will:
· Encourage punctuality
· Set clear expectations around late arrival
· Decide how late entry to class is managed
Responses to lateness should be calm, proportionate and consistent.
9. RESPONDING TO ATTENDANCE CONCERNS
Where attendance concerns arise, centres should:
1. Monitor patterns
2. Speak with the student (age-appropriate)
3. Communicate with parents/carers
4. Offer support where appropriate
Responses should be:
· Supportive
· Non-judgemental
· Focused on improvement
10. SUPPORTING IMPROVED ATTENDANCE
Support strategies may include:
· Clarifying expectations
· Adjusting routines where possible
· Providing reassurance and encouragement
· Agreeing attendance targets
Punitive responses should be avoided unless absolutely necessary.
11. ATTENDANCE, SAFEGUARDING AND WELFARE
Persistent non-attendance or sudden changes in attendance may be a safeguarding indicator.
Any concerns must be:
· Considered alongside the Safeguarding Policy
· Escalated to the Designated Safeguarding Lead where appropriate
12. ATTENDANCE AND EXAMS / PERFORMANCES
Our studio will clearly communicate:
· Attendance expectations for exam entry
· Rehearsal requirements for performances
· The impact of missed classes on readiness
Decisions regarding exam entry or performance participation will be:
· Transparent
· Fair
· Based on readiness and welfare
13. RECORD KEEPING
Our studio will:
· Maintain accurate attendance records
· Monitor patterns over time
· Store information securely
14. ROLES AND RESPONSIBILITIES
Staff are responsible for:
· Taking registers where appropriate
· Flagging concerns
· Applying the policy consistently
Parents/carers are responsible for:
· Supporting regular attendance
· Communicating absences
Students are responsible for:
· Attending and participating
15. COMMUNICATION WITH PARENTS AND CARERS
Clear communication will include:
· Attendance expectations
· How to report absences
· The importance of regular attendance
16. POLICY REVIEW
This policy should be reviewed:
· Annually
· Following significant changes
· If concerns arise regarding its effectiveness
17. FINAL STATEMENT
Attendance is not simply about being present. It is about commitment, consistency and care.
By working together, centres, students and families can create routines that support learning, safety and positive experiences in the performing arts.
End of Policy

