[image: A blue card with white text

AI-generated content may be incorrect.]

Attendance Policy
Purpose
This policy has been created to outline staff responsibilities in registering attendance for all children and young people who are attending CrossFit Shropshire Alternative Provision. Registering students is the first admin task of the day upon student arrival — it is vital that schools know where their pupils are, even if a member of school staff has dropped them off.
Responsibility for Registering Attendance
The Lead Coach will be responsible for registering all children and young people as soon as they arrive on site. Internal records of attendance will be kept on our network using our registration/feedback forms.
Communication with Schools
The school will be informed of present and absent students via email to the named attendance officer by 9:45am or as close to when each student has arrived.
Reporting Absence
If a young person cannot attend, it is the school’s responsibility to contact and inform us. We may also receive absence notifications from parents/carers, as they are provided with our contact details.
Safeguarding Concerns
Should there be any safeguarding concerns around the child or young person, CrossFit Shropshire Alternative Provision will contact the school immediately and follow the CrossFit Shropshire Safeguarding Policy.
Children Missing in Education (CME)
CrossFit Shropshire Alternative Provision recognises that children missing education is a serious safeguarding concern. A child missing from education may be at risk of abuse, neglect, exploitation, or other significant harm.
Our procedure includes:
· If a child or young person expected to attend does not arrive and no notification is received by 9:45am, the school will be contacted immediately.
· If there is no reasonable explanation or the child’s whereabouts remain unknown after this, the absence will be treated as a potential safeguarding concern.
· We will escalate any unexplained or prolonged absence in accordance with our safeguarding policy and the school’s guidance, including contact with the local authority if needed.
· We maintain a record of all unauthorised absences and will support the school’s duty to report children missing from education to the local authority under statutory guidance.
Our staff are trained to be alert to signs that a child or young person may be at risk and understand how to respond appropriately in line with Keeping Children Safe in Education (KCSIE) and local safeguarding protocols.
Policy Review
This policy is reviewed annually or in response to significant changes in legislation or practice.
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