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ATTENDANCE, ABSENCE
AND ENGAGEMENT POLICY
2026–2027
Our approach  Attendance is both an educational and a safeguarding matter. We respond to absence with prompt action, professional curiosity and practical support. We do not blame or punish a child for communicating anxiety, distress or an unmet need.
	Policy owner
	Managing Partners

	Safeguarding leads
	Catherine Regi and Thomas Wild — Designated Safeguarding Leads

	Approved
	25 August 2026

	Review date
	August 2027, or sooner following significant guidance, contractual or practice changes

	Applies to
	All children and young people expected to attend TWiG sessions, including commissioned non-school alternative provision and home-education sessions

	Related documents
	Admissions and Induction Policy; Safeguarding and Child Protection Policy; Missing Child Procedure; SLA/placement agreement; Curriculum Policy; Behaviour, Relationships and Regulation Policy; Individual Risk Assessments; Complaints Procedure


1. Purpose and status
This policy explains how TWiG records attendance, responds to absence and lateness, shares information and works with children, families and commissioners to remove barriers to participation. It reflects TWiG’s relational, trauma-informed and nature-based practice and supports the gradual, personalised approach set out in the Admissions and Induction Policy.
Important distinction  TWiG is a non-school alternative provision and does not maintain the statutory school admission register or decide national attendance codes. For a school- or local-authority-commissioned placement, the commissioner or originating school remains responsible for the statutory register, coding and authorising absence, legal attendance duties and any enforcement action. TWiG records and promptly reports what actually happens at each planned session.
2. Principles
Belonging before compliance. Consistent attendance is most likely when a learner feels safe, known, accepted and able to influence their experience.
Absence is information. It may indicate illness, anxiety, emotionally based avoidance, unmet SEND, sensory difficulty, transport problems, family circumstances or a safeguarding concern.
Early response matters. Every unexpected absence is checked promptly; patterns and sudden changes are explored before they become entrenched.
Support is individual. We listen to the child and family, make reasonable adjustments and build attendance from the learner’s current starting point.
Accuracy matters. TWiG records actual attendance, arrival and departure. We do not mark a learner present because a place was available or a session was charged.
Shared responsibility matters. TWiG, families and commissioners communicate promptly and agree who will take each follow-up action.
Safety is paramount. Where absence or a child’s whereabouts creates concern, safeguarding procedures take priority over routine attendance processes.
3. Attendance arrangements before placement
The planned days, session times, start date, staffing level, transport or handover arrangements and named contacts are confirmed in the referral, SLA or placement agreement. The commissioner must provide current attendance information, known barriers, risk and safeguarding information, and details of any professionals involved.
TWiG confirms the agreed schedule and the persons authorised to bring and collect the learner.
The commissioner identifies the person who receives daily attendance information and the contact who leads first-day and welfare follow-up.
Parents and carers receive clear instructions about how and when to report absence or lateness.
A phased or flexible induction may be agreed where this helps the learner establish safety and trust. Only agreed sessions are treated as planned attendance.
Changes to the timetable, staffing, transport or attendance arrangements are confirmed between TWiG, the commissioner and family and recorded.
4. Daily recording and supervision
Arrival
A TWiG adult meets the child or young person on arrival and records their name, date, planned session, actual arrival time and the adult bringing them where applicable. The learner is signed in and welcomed in a calm, predictable way. Any relevant information about wellbeing, medication, incidents, collection or changed risk is shared discreetly with the responsible TWiG adult.
During the session and social times
Children are supervised throughout sessions, transitions, breaks, eating and social times in accordance with the agreed staffing ratio, Individual Risk Assessment and current presentation. Commissioned AP learners receive the agreed close or one-to-one support. Supervision is active and relational: adults remain aware of location, peer interaction, emotional state and environmental hazards while allowing appropriate independence and supported risk. Children are not left unsupervised where TWiG has accepted responsibility for them.
Departure
The actual departure time is recorded and the learner is signed out. Children are handed over only to a parent, carer or other authorised adult unless an alternative arrangement has been formally agreed and risk assessed. Any unexplained change, late collection or concern about the collecting adult is managed in line with safeguarding procedures. TWiG’s responsibility ends only when the agreed handover has been completed.
Daily confirmation
TWiG sends attendance confirmation to the agreed commissioner or school contact on every day a commissioned learner is due to attend. Records show actual attendance and may include present, late, absent with notification, unexplained absence, left early or provider cancellation. TWiG does not apply national school attendance codes; the commissioner uses the information to update its statutory register.
5. Reporting absence or lateness
Parents and carers: should notify TWiG and the commissioner before the planned start time, giving the reason, likely duration and any welfare information. They should also report expected lateness.
Commissioners: should tell TWiG promptly if they know the learner will not attend, if transport has failed or if the placement schedule has changed.
TWiG: records the information received, the time and source, and reports the attendance status to the agreed commissioner contact. Sensitive details are shared only where relevant and lawful.
Late arrival does not result in a sanction or loss of the remaining session. The learner is welcomed, the time and known reason are recorded, and recurring patterns are explored supportively. Early departure is recorded with the time, reason, person authorising it and handover details.
6. Unexpected or unexplained absence
First-day response  If a commissioned learner has not arrived and no acceptable explanation has been received, TWiG begins follow-up as soon as possible and ordinarily within 30 minutes of the planned arrival time, unless the placement agreement specifies an earlier process.
Check the planned timetable, messages, transport and any known change to arrangements.
Contact the parent or carer using the agreed numbers and, where appropriate, leave a neutral message that does not disclose sensitive information.
Notify the named commissioner or school contact and confirm who will continue attempts to establish the learner’s safety and whereabouts.
Escalate immediately to a DSL if contact cannot be made, the explanation is inconsistent, the absence is unusual, or there are known vulnerabilities or safeguarding concerns.
Record all calls, messages, information received, decisions, actions and the person to whom responsibility for further follow-up was transferred.
The commissioner or originating school retains responsibility for its statutory first-day response and any wider enquiries. TWiG does not assume that notifying the commissioner ends its safeguarding responsibility: information is shared until it is clear that an appropriate person has taken ownership of the follow-up.
7. Safeguarding and missing children
Any absence may be a safeguarding indicator. The level of response is based on the child’s individual circumstances, not solely on the number of sessions missed. One unexplained absence may require immediate escalation where risk is high.
Tell a DSL immediately where there is concern about abuse, neglect, exploitation, self-harm, family crisis, a previous missing episode, concerning peer or adult contact, or where the child is subject to a child protection plan or has a social worker.
Follow the Safeguarding and Child Protection Policy and make or support a referral to Children’s Services, the police or another statutory service where required.
Call 999 where there is immediate danger or a medical emergency. Police should be contacted without delay where a child is missing and risk indicates an urgent response.
If a child leaves the site or cannot be located during a session, alert the DSL and other staff immediately, protect the remaining children, check safe and reasonable site areas, contact the parent/carer and commissioner, and follow the Missing Child Procedure. Adults must not undertake an unsafe pursuit or search.
No waiting threshold  TWiG does not wait for a set number of absences before acting on a welfare or safeguarding concern.
8. Understanding and reducing barriers
Attendance difficulties are addressed through curiosity and collaboration rather than blame. The child or young person is supported to communicate in a way that is accessible to them; they are not required to justify distress in order to receive support. TWiG, the family and commissioner consider what has changed and what would make attendance feel safer and more achievable.
Possible adjustments and support
a familiar and consistent adult, arrival ritual or quieter entry point;
a gradual induction, shorter agreed session or planned increase in time;
changes to group, activity, pace, language, sensory demand or social expectation;
access to movement, quiet space, food, drink, warmth, shelter or regulation resources;
transport coordination and clearer handover arrangements;
visual information, advance notice of changes and a predictable plan for the day;
review of health, SEND, risk, safeguarding, curriculum or relationship needs; and
multi-agency planning where the barrier cannot be resolved by TWiG alone.
A reduced or flexible timetable for a commissioned learner must be agreed with the commissioner and family, have a clear purpose and review date, and be recorded accurately. It must not be used informally to manage behaviour, staffing or capacity. TWiG does not exclude a learner by simply asking them not to attend; any inability to safely deliver a planned session is communicated to the commissioner and managed through safeguarding, risk review and the placement agreement.
9. Monitoring, review and escalation
Managing Partners review attendance against each learner’s agreed planned sessions and consider both numbers and context. Monitoring includes patterns by day, time, transport, activity, peer group or adult; lateness and early departure; unexplained absence; sudden changes; and the learner’s engagement and wellbeing when present.
Any unexplained absence is followed up on the day.
Repeated absence, a material decline, a recurring pattern or any welfare concern triggers discussion with the family and commissioner and may prompt an early placement review.
Reviews consider the learner’s voice, what is working, barriers, reasonable adjustments, the suitability of the plan, staffing and transport, and whether specialist or statutory support is required.
Agreed actions, responsible persons and review dates are recorded in the learner’s programme, review record or placement documentation.
Attendance information is included in reports and reviews, but percentages are interpreted alongside the learner’s starting point, planned timetable, induction and individual circumstances.
No punitive threshold  TWiG does not use a blanket attendance percentage as a sanction and does not issue penalty notices or take legal enforcement action. These functions remain with the relevant school or local authority.
10. Roles and responsibilities
	Role
	Responsibility

	Managing Partners
	Maintain effective systems; ensure cover and contact arrangements; monitor patterns; quality assure records and communication; lead placement escalation and policy review.

	Designated Safeguarding Leads
	Advise on risk; respond to unexplained absence and missing-child concerns; make or support referrals; ensure safeguarding decisions and information sharing are recorded.

	TWiG Associates and volunteers
	Know who is expected; meet, supervise and hand over learners safely; complete accurate records; report absence, lateness, early departure and welfare concerns immediately.

	Commissioner / originating school
	Set the agreed programme; maintain the statutory register; decide and record attendance codes; authorise absence; lead statutory attendance work; provide contacts, risk and safeguarding information; participate in reviews.

	Parents and carers
	Keep contact details current; support agreed attendance; report absence or lateness promptly; provide relevant information; follow safe arrival and collection arrangements; participate in support and review.

	Children and young people
	Are encouraged and supported to share views, needs and barriers. Responsibility for resolving attendance difficulties is not placed on the child alone.


11. Home-education and community sessions
For home-education sessions arranged directly with families, TWiG records attendance for safety, capacity and administration. Parents retain responsibility for their child’s education and, where they remain on site, for their child while working alongside TWiG’s site-safety arrangements. There may be no school commissioner to receive daily reports. TWiG nevertheless follows up an unexpected absence where there is a welfare concern and applies the same safeguarding procedures to every child.
12. Cancellations and charges
Attendance recording is separate from charging. A child’s absence is recorded accurately even where the place remains chargeable under the signed SLA. A session cancelled by TWiG is recorded as provider cancellation and is not represented as learner absence. Notice, refunds, credits and charges are governed by the relevant SLA or booking terms.
13. Records, confidentiality and information sharing
Attendance records are clear, dated, attributable, factual and stored securely.
Information is shared on a need-to-know basis with parents, commissioners and relevant professionals in accordance with data protection and safeguarding requirements.
Safeguarding information may be shared without consent where necessary and proportionate to protect a child or another person.
Attendance communications and records are retained in accordance with TWiG’s retention arrangements and contractual or safeguarding requirements.
Any error is corrected transparently; the original entry is not concealed.
14. Quality assurance, complaints and review
Managing Partners sample attendance records and daily communications, check that unexplained absences were followed up promptly, review recurring patterns and obtain feedback from learners, families and commissioners. Learning from incidents, complaints, safeguarding reviews and guidance changes is used to improve practice. Concerns about this policy or its application may be raised with a Managing Partner under TWiG’s Complaints Procedure.
The policy is reviewed at least annually. Staff and associates receive induction and refresher information on registers, first-day response, safe handover, missing children, information sharing and safeguarding escalation.
Appendix A — Daily attendance workflow
	Stage
	Required action

	Before the session
	Check the expected learner list, planned times, staffing, authorised adults, messages and current risk information.

	At arrival
	Meet and sign in the learner; record actual time and relevant handover information.

	If absent
	Check messages and transport; begin contact promptly and ordinarily within 30 minutes; notify commissioner; escalate welfare concerns to the DSL.

	During session
	Maintain active supervision; record any late arrival, early departure, missing-child concern or significant welfare information.

	At departure
	Sign out; record actual time; complete safe handover to the authorised person.

	After session
	Send daily attendance confirmation to the agreed commissioner contact; complete records and safeguarding logs where required.


Appendix B — TWiG internal attendance statuses
	Internal status
	Meaning

	Present
	Attended the planned session; actual arrival and departure times recorded.

	Late
	Arrived after the planned start; actual time and known reason recorded.

	Absent — notified
	TWiG received a reason before or during first-day follow-up. The commissioner decides the statutory code and whether absence is authorised.

	Absent — unexplained
	No satisfactory explanation has been established. Follow-up and any safeguarding action recorded.

	Left early
	Departed before the planned end; actual time, reason, authorisation and handover recorded.

	Provider cancellation
	TWiG could not deliver the planned session. This is not learner absence.

	Not planned
	The learner was not scheduled to attend, including an agreed phased timetable. This is not counted as a missed TWiG session.


Appendix C — Key guidance
Department for Education, Working together to improve school attendance (current statutory guidance for schools and local authorities).
Department for Education, Arranging Alternative Provision: A Guide for Local Authorities and Schools.
Department for Education, Non-school alternative provision: voluntary national standards.
Keeping Children Safe in Education (current edition), used by TWiG as a safeguarding good-practice benchmark.
Norfolk Safeguarding Children Partnership procedures and relevant Norfolk County Council guidance for non-school alternative provision.
Where guidance applies directly to schools or local authorities, TWiG uses it as a good-practice benchmark while preserving the commissioner’s statutory responsibilities and TWiG’s status as a non-school provider.
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