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Attendance Policy 

This policy is designed to ensure the safety and wellbeing of our students by recording 

attendance, alerting relevant agencies to any emerging patterns of absence and 

reviewing the provision in the light of new information. 

 
Each learner is provided with a weekly timetable, in line with their Personal Learning Plan and 
adapted as necessary in agreement with their parents/carers and the referring agency.   
 
Attendance in line with the schedule is mandatory unless absence is authorised for the following 
reported reasons: 

• Illness 

• Medical/Court appointments 

• Religious events to which the learner is accustomed  

• Home circumstances 
 
Parents or Carers must inform the school if the learner is unable to attend that day or session. This 
should be done as early as possible with an acceptable reason for the absence. 
 
ATTENDANCE RECORD KEEPING 
Attendance register is taken twice a day, AM and PM. 
If a learner does not arrive for a session, the parents/Carers are contacted to alert them to the 
absence. The reason for absence is recorded in the student’s personal log.  Attendance percentage is 
recorded termly and annually. Records are kept in a hard copy and online. 
 
Attendance is reported on progress reports, sent to parents/carer and other professionals involved 
with the learner, including the referring agency. 
 
Unauthorised absence concerns relating to attendance are communicated to referring agencies, 
parents and carers and Education Welfare when necessary. 
 
UNAUTHORISED ABSENCE INCIDENTS (Missing from school) 
In the event of long term unauthorised absence, a multi- agency meeting will be called. 
 
Absconding Students 
There are occasions when students absent themselves spontaneously while in the care of the school 
staff, either while following their programme at the school or during off-site visits.  
 
The high level of staff to learner ratio and the small school environment  allows for the close 
monitoring of all students and assessed risk of ‘triggers’.   Each individual learner is risk assessed and 
a behaviour support plan is drawn up to minimise the risk and support the learner’s attendance.  
 
Students who abscond from the school unless assigned a 1:1 are not always followed. This is to 
minimise the risk of students running away from staff and possibly putting themselves at risk, and to 
minimise the incidents where students use absconding as a tool to ‘play chase’ with staff.  
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Students who abscond following an incident or those who may be perceived at risk of harm may be 
followed dependant on the resources available.  
 
 
The leadership team will make the decision to follow or not at their discretion. The decision making 
process will be influenced by ensuring that the safety of the learner is paramount.  
 
The Lighthouse School will immediately contact parents/carers and discuss strategies to find a 
missing young person. This may include contacting social workers and/or the police if the welfare of 
the young person is at risk.  
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