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The Ace Academy
Attendance Policy

1. Policy Statement
The Ace Academy is committed to promoting and supporting regular attendance as a key factor in student engagement, well-being, and success. We recognise that consistent attendance is essential for building relationships, maintaining routine, and achieving positive outcomes—especially for students who may have experienced trauma, exclusion, or disengagement from mainstream education.

This policy outlines our approach to managing, monitoring, and improving attendance across all settings, including schools, community venues, and outreach locations.


2. Aims
· To ensure that all students attend their scheduled sessions regularly and punctually.
· To identify and address barriers to attendance through early intervention and support.
· To work collaboratively with families, schools, and external agencies to promote engagement.
· To maintain accurate attendance records for all students.
· To provide a flexible, trauma-informed approach that recognises individual needs and circumstances.


3. Scope
This policy applies to:
· All students enrolled in The Ace Academy
· All staff responsible for delivering or supporting sessions
· All locations where sessions take place (schools, homes, community buildings, etc.)


4. Definitions
· Authorised Absence: Absence approved by The Ace Academy due to illness, medical appointments, family emergencies, or other valid reasons.
· Unauthorised Absence: Absence without valid reason or prior approval.
· Persistent Absence: Attendance below 90% over a given period.
· Outreach Session: A scheduled 1:1 session delivered in the community or at home.
· On-Site Session: A session delivered in a school or designated community venue.


5. Responsibilities
Senior Leadership Team (SLT)
· Oversee the implementation of the attendance policy.
· Monitor attendance trends and ensure appropriate interventions are in place.
· Liaise with schools, local authorities, and external agencies where necessary.
Mentors and Outreach Staff
· Record attendance accurately and promptly after each session.
· Follow up on absences and report concerns to the Attendance Lead.
· Build positive relationships to encourage regular engagement.
Attendance Lead
· Maintain central attendance records.
· Monitor patterns of absence and lateness.
· Coordinate interventions and support plans for students with poor attendance.
Parents/Carers
· Ensure their child is available and prepared for scheduled sessions.
· Inform The Ace Academy of any absences as early as possible.
· Engage with staff to resolve attendance issues.


6. Attendance Expectations
· Students are expected to attend all scheduled sessions unless there is a valid reason.
· Sessions may take place at varying times and locations depending on the student’s Targeted Intervention Plan (TIP).
· Students must be ready and present at the agreed time and location.
· Parents/carers must notify the provision by 8:00 AM on the day of absence.


7. Reporting and Recording Attendance
· Attendance is recorded for every session using a secure digital system.
· Mentors must submit attendance logs within 30 mins of the session beginning.	Comment by Jodi Stead: Commissioner will need to know much sooner whether the learner is present or absent so they can complete their registers.  How is commissioner informed?  Would still need to know much sooner than 2 hours.
· Codes are used to indicate the reason for absence (e.g., illness, authorised, unauthorised).
· Persistent absence is flagged and reviewed weekly by SLT.


8. Managing Absence
· First Day Response: If a student is absent without notice, the mentor will attempt to contact the parent/carer within the first hour of the missed session.
· Follow-Up: If contact cannot be made with the pupil or parent/carer, the commissioning school will be notified within 30 minutes. A welfare check may be initiated, and the DSL informed if there are safeguarding concerns.	Comment by Jodi Stead: When is commissioner notified?
· Ongoing Absence: If a student misses multiple sessions, a meeting will be arranged with the family and referring agency to review the support plan.
· Reintegration Support: Students returning after a prolonged absence will receive a reintegration plan to support their transition back into sessions.


9. Strategies to Promote Attendance
· Building strong, trusting relationships with students and families.
· Flexible scheduling to accommodate individual needs.
· Use of rewards and incentives for good or improved attendance.
· Regular communication with parents/carers and schools.
· Attendance targets included in TIPs.


10. Rewards and Recognition
To encourage and celebrate good attendance, The Ace Academy offers:
· Certificates for 100% attendance each term.
· Positive phone calls or letters home.
· Small rewards (e.g., vouchers, treats).
· Recognition in student reviews and reports.

11. Escalation and Intervention
If attendance does not improve despite support:
· A formal Attendance Action Plan will be created.
· The referring school or agency will be informed and involved.
· In cases of persistent unauthorised absence, a referral may be made to the local authority’s Education Welfare Service.


12. Safeguarding and Attendance
· Poor or erratic attendance may be a sign of safeguarding concerns.
· All unexplained absences are reviewed by the Designated Safeguarding Lead (DSL).
· Any concerns are recorded on the safeguarding system and followed up in line with the Safeguarding Policy.

13. Monitoring and Review
· Attendance data is reviewed weekly by SLT.
· Termly reports are shared with schools and local authorities.
· This policy is reviewed annually or in response to changes in legislation or guidance.
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