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Applies To All staff, volunteers and children

Willow Tree Learning is committed to upholding the principles of the United
Nations Convention on the Rights of the Child (UNCRC). We recognise every child
as an individual with the right to be safe, respected, listened to, included and
supported to achieve their full potential. All decisions made by Willow Tree
Learning are guided by the principle that the best interests of the child are
paramount.

Purpose

Attendance at Willow Tree Learning Northants is governed by the Department for
Education (DfE) statutory guidance on Alternative Provision, including Arranging
Alternative Provision: A Guide for Local Authorities and Schools (2025), and relevant
statutory attendance and safeguarding guidance. Willow Tree Learning Northants
operates as a complementary educational provision and does not replace a learner's
main educational placement.

Learners attending Willow Tree Learning Northants must remain on the roll of their
commissioning school or local authority and continue to access a minimum of two
educational provisions. Willow Tree Learning Northants cannot be the sole provider of
education for any learner.
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This policy establishes clear procedures for recording, monitoring and reporting
attendance to ensure the safety, welfare and educational engagement of all learners
attending Willow Tree Learning Northants.

Scope

This policy applies to all employees, agency staff, contractors, volunteers and any other
adults working on behalf of Willow Tree Learning Northants.

For the purposes of this policy:

Staff refers to all individuals working for or on behalf of Willow Tree Learning
Northants, whether on a full-time, part-time, paid or voluntary basis.

Volunteer refers to any individual undertaking unpaid work on behalf of the
organisation, other than the reimbursement of approved expenses.

Parent refers to birth parents and any adult with parental responsibility or who
undertakes a parenting role, including foster carers, adoptive parents and step-
parents.

Child or learner refers to any child or young person under the age of 18
attending or engaging with Willow Tree Learning Northants.

Legislative and Regulatory Framework

This policy should be read in conjunction with:

Department for Education: Arranging Alternative Provision: A Guide for Local
Authorities and Schools (2025)

Department for Education: Working Together to Improve School Attendance
Department for Education: Keeping Children Safe in Education (KCSIE)
Education Act 1996

Children Act 1989 and 2004

Equality Act 2010

Special Educational Needs and Disability (SEND) Code of Practice

Related Policies

This policy should be read alongside all safeguarding and operational policies adopted
by Willow Tree Learning Northants, including:

Safeguarding and Child Protection Policy
Behaviour Policy

Staff Code of Conduct

Health and Safety Policy

Equality and Diversity Policy
Whistleblowing Policy
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e SEND Policy
Attendance Arrangements

All learners attending Willow Tree Learning Northants will be formally registered on
arrival at the provision. Attendance information will be communicated promptly to the
commissioning school, local authority or other referring agency through the designated
attendance email address.

Where learners are collected directly from their host school or educational setting by
authorised staff, separate attendance confirmation will not routinely be issued, as
attendance will be confirmed through established transport and collection procedures.

Any learner absence, lateness or welfare concern will be reported without delay to the
commissioning school and, where appropriate, to the learner's social worker, family
support worker or other relevant professional.

Attendance Monitoring and Safeguarding

Attendance monitoring forms part of Willow Tree Learning Northants' safeguarding
responsibilities. Patterns of absence, poor attendance or concerns relating to a
learner's welfare will be reviewed and escalated in accordance with the organisation's
safeguarding procedures.

Attendance information will be made available to commissioning schools, local
authorities and other relevant professionals during review meetings and multi-agency
discussions.

Record Keeping

Attendance records will be retained securely for a minimum period of seven years in
accordance with statutory guidance and data protection requirements.

All attendance records are stored electronically using secure systems with appropriate
access controls. Attendance records will be available for audit, quality assurance
processes, learner reviews and safeguarding investigations where required.



