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1.Purpose
This policy outlines the expectations, procedures, and responsibilities for promoting and managing attendance at QUEST Work Skills. As an Alternative Provision, we recognize that our learners may have experienced significant barriers to regular school attendance. This policy is designed to be supportive, trauma-informed, and restorative, while maintaining high expectations for engagement and attendance.
2. Aims
· To promote regular attendance as essential to student progress, wellbeing, and successful reintegration.
· To identify and address barriers to attendance at an early stage.
· To work collaboratively with students, families, and external agencies to support engagement.
· To ensure accurate recording and monitoring of attendance.
· To comply with statutory duties, including safeguarding responsibilities.
3. Attendance Expectations
All students are expected to attend their provision every day it is open unless:
· They are too ill to attend.
· They have been granted leave in advance (e.g., medical appointment or religious observance).
· There is an exceptional circumstance 
Punctuality is also a key part of attendance. Students should be ready to attend when they are collected by staff at the start of their session.
4. Roles and Responsibilities
Students
· Attend every day and on time.
· Engage positively with support offered to improve attendance.
Parents/Carers
· Ensure their child attends provision daily.
· Inform the provision by telephone if their child is absent.
· Work in partnership with the provision to address attendance concerns.
Staff
· Notify Emma Shoebridge or Dan Shoebridge immediately, by telephone if there is a child absent.
· Record attendance daily on session reports, which are shared with schools or case officers (as applicable).
· Follow school/LEA attendance procedures. Some schools require daily communication via telephone or email. 
Leadership (E Shoebridge and D Shoebridge)
· Monitor attendance data weekly.
· Lead on interventions and action plans for persistent absenteeism.
· Liaise with the Local Authority and other relevant agencies where appropriate.
5. Managing Absence
· All absences must be explained by a parent/carer.
· Medical evidence may be required for frequent illness-related absences.
· Unexplained absences will be marked as unauthorised.
6. Safeguarding
Any unexplained absence, particularly for a child on a Child Protection Plan or Looked After Child, will be treated as a potential safeguarding concern and escalated in line with the provision’s safeguarding procedures.
7. Payment arrangements
In the case of absence of a child, the school or local authority are required to pay in full for the missed session.
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