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This attendance procedure should be followed along with referral to our Admissions Policy.
Arrival on Site
The registered school is responsible for any travel costs incurred to enable a student to attend  SKAPE Alternative Provision, Darlington.
The transport of the students to the SKAPE Centre will have already been agreed and explained at the initial Admissions meeting with the registered school and the student’s parents. 
It will remain the responsibility of the registered school to arrange for the student to be transported safely and securely to the SKAPE Centre, and to ensure that the student understands this. This is also true of the transport from the SKAPE Centre at the end of the SKAPE school day.
Upon arrival at the SKAPE Centre, the student/s will be greeted at the entrance by a member of staff and will be escorted into the building. 
During working school hours the front entrance is kept locked and there will be NO access for the general public during this time. 
If a person needs to gain entry to the site, such as a delivery driver, they will greeted at the entrance, held in the initial reception area and will be attended to there, but will not gain entry any further into the site. 
Daily Registration of Students
The Admissions Policy of the SKAPE Centre reiterates the following procedures and values:
	Attendance
● All professionals have a statutory responsibility to safeguard and promote the welfare of children and young people, and tracking and reporting attendance at alternative provision is an essential component in achieving this. Attendance will be closely monitored and every step will be taken to ensure that accurate attendance data is kept by SKAPE. 
● SKAPE Alternative Provision, Darlington will inform the registered school whenever the student is absent. 
● The registered school will then make contact with parents and try to resolve the issue to ensure regular attendance is achieved. 
● The registered school will formally monitor attendance and update records and maintain contact on a weekly basis. 
● Students whose attendance falls below the registered school’s target will normally be subject to a number of interventions as set out in the school’s own Attendance Policy.




	At SKAPE, we will maintain a daily, electronic record of student attendance, as well as a written register. Electronic records will follow the correct protocols of data protection, as set out in our GDPR Policy. 
As stated, attendance will be closely monitored and the registered school will be regularly updated on this. 




Students who might become ill or need to leave the SKAPE Centre for a legitimate reason
Our Medication Policy explains the protocol we will follow for a student who may need to leave the site for medical reasons (or other legitimate causes). Students will NOT be allowed to the SKAPE Centre alone. The registered school will be contacted in such instances and the student’s transport home (or to the registered school) will be arranged by the registered school and agreed with the parents.
Transport from the SKAPE Centre at the end of the school day 
Again, this procedure will be agreed with the registered school and the students’ parents at the initial Admissions meeting. 
The student/s will be escorted safely out of the building at the end of the SKAPE teaching day to their awaiting transport. At his point (once they have left the SKAPE building and have entered their transport vehicle, they will be allowed access to any mobile phones they may have on their person. 
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