
 

 
 
 
 
 
 

 

 

 

 

 

 

  

Attendance Policy 

 

This policy was updated: September 2024 

This policy will be reviewed: September 2026 

Statutory policy? Yes 

 



 

Aim/Induction 

At Nulogic Training we believe that regular attendance enables students both to maximise the 

educational opportunities available to them and to become responsible, organised and motivated 

adults. We value all students. As set out in this policy, we will work with schools, councils and families 

to identify the reasons for poor attendance and try to resolve any difficulties. We recognise that 

attendance is a matter for the whole educational community. Our Attendance Policy should not be 

viewed in isolation; it is a strand that runs through all aspects of Nulogic’s improvement, supported by 

our policies on safeguarding, prevention of bullying, behaviour and inclusive learning. 

Legal Framework 

2.1 Section 7 of the 1996 Education Act states that parents must ensure that children of compulsory 

school age receive efficient fulltime education suitable to their age, ability and aptitude to any special 

educational needs they may have, either by regular attendance at school or otherwise. A child is of 

Compulsory School Age at the beginning of the term following their 5th birthday. A child ceases to be of 

compulsory school age on the last Friday in June of the school year in which they reach the age of 16. 

2.2 Under the Education Act 1996, the Local Authority has a statutory responsibility to ensure that 

parents secure education for children of compulsory school age and where necessary, use legal 

enforcement. 

2.3 The Education (Pupil Registration) (England) Regulations 2006, as amended by 2016 regulations, 

require schools to take an 

attendance register twice a day, once at the start of the morning session and then again during the 

afternoon session.  

The register must record whether the pupil was: 

Present. 

Absent. 

Present at approved educational activity; or 

Unable to attend due to exceptional circumstances. 



 

Definitions 
 
For the purpose of this policy, Nulogic defines: 

“Absence” as: 

Arrival at Nulogic after the register has closed 

Not attending Nulogic for any reason 

Regular attendance as: 

Attendance at every session Nulogic is open to pupils unless their absence has been authorised 

An “authorised absence” as: 

An absence for sickness for which the school, parent/carer or council has granted leave 

Medical or dental appointments which unavoidably fall during school time, for which the school, 

parent/carer or council has granted leave 

Religious or cultural observances for which the school, parent/carer or council has granted leave 

An absence due to a family emergency or unavoidable cause 

An “unauthorised absence” as: 

Parents keeping children off school unnecessarily or without reason 

Truancy before or during the day at Nulogic 

Absences which have never been properly explained 

Arrival at Nulogic after the register has closed 

Shopping, looking after other children or birthdays 

Day trips and holidays in term-time which have not been agreed 

Leaving Nulogic for no reason during the day 

 
 
  



 

Responsibility of Student and Parents/Carers 
 
Students make a commitment through choosing to join Nulogic and are expected to attend 
If the student is unable to attend Nulogic parent/carer must notify the school and Nulogic. 

The student must not leave Nulogic’s premises without permission from school or parents/carers.  

The school to carry their Alternative Provision Identity Card when they are travelling to a Nulogic so that 

they can show police, or an appropriate adult should they be approached 

To provide current emergency contact details 

Any medical appointments, or official meetings, must be notified to and approved by the school prior to 

the appointment 

Responsibility of Delivery Providers 

To inform students and ensure parents/carers know how they are to make contact with Nulogic in case 

of absence during induction. 

To make contact with parents/carers if a student fails to attend make a note of response on CLM 

register using the attendance notes. If the students are not on the CLM register Nulogic to contact 

school and parents/carers via phone call. 

To collect up-to-date emergency contact numbers at the beginning of each academic year and check 

for changes at the beginning of each new term as part of the ILP process. 

Nulogic staff will keep accurate registers by completing the online CLM monitoring database in the 

morning and afternoon. Registers must be completed within 30 minutes of the start of the session. If 

Nulogic do not have access to CLM online within the classroom, then Nulogic will take the register and 

passed to the named person to the school who can transfer to CLM within the agreed timescale. 

Nulogic will complete contribution to lessons whilst completing CLM registers. This activity will be 

undertaken during the afternoon CLM register completion. 

If Nulogic are unable to complete the CLM register for any reason within the agreed timescale they 

must notify the LA and school. 

If a student arrives late after the register has been completed Nulogic have a system in place to ensure 

the CLM register is updated. 

Nulogic will alert the LA and school immediately if a student returns following a temporary withdrawal in 

order for the student to be reinstated on CLM. 

A named representative from the Nulogic will undertake daily attendance monitoring of all students and 

keep accurate records of attendance. 

 



 

The named member of staff will use CLM to make notes about ongoing absences against the student's 

training record. If students are not on CLM Nulogic has their own data records, they will update. 

If a student leaves Nulogic during the day without permission, Nulogic will contact the student’s school 

(and LA if it has not been possible to make contact with the school) and amend CLM code accordingly. 

If a student is feeling unwell, Nulogic to contact the school by telephone and/or, if possible, speak to the 

parent/carer to gain permission for the student to leave the premises. 

If the parent/carer or school is unable to provide transport to collect the students Nulogic will seek 

written permission (email) from the school for an approved transport provider to collect the student and 

the school will then be invoiced for the cost. 

If a student has a medical appointment Nulogic to contact the school for verification before releasing 

the student 

If a student leaves site during the day, without permission, Nulogic will indicate this on CLM using the 

agreed code. If students are not on CLM Nulogic to contact parent/carer and school. If either 

parent/carer and school cannot get in contact with the student, Nulogic to report student as missing and 

need to call 101. 

Completion of CLM 

Nulogic should only mark a student as present or unexplained absence – even if they know the reason 

why a student is absent. Only the school can authorise/unauthorise an absence. However, Nulogic can 

add a note to CLM indicating the reason for absences (if known) 

Not Required should only be used if Nulogic is closed, once Year 11 have finished their qualification or 

if a student has been withdrawn. 

 

 

 

 

 

 

 

 

 

 

 



 

Responsibility of the School 

To include an indication of attendance on the student application form. 

To ensure parents/carers understand the importance of attending Nulogic and their responsibility to 

notify Nulogic of any absence reasons on the morning the student is absent. 

To provide all students/parents who attend Nulogic courses with the course leaflets detailing contact 

details. 

To provide Nulogic and the LA up to date emergency contacts for all students (at least once each term 

or when changes occur). These can be added to individual student's training records as a 

miscellaneous note. 

To take a digital photo of each student and create each student who attend Nulogic Identity Card. 

If a student becomes unwell after arriving at Nulogic the school will make every effort to provide 

transport to collect the student. If this is impossible the school will agree to pay for an approved taxi to 

transport the student and for the school to be invoiced. An email should be sent to the Nulogic 

confirming this arrangement. 

A named representative from the school will be responsible for the reception of communication on 

attendance from Nulogic and distribute it to the appropriate person in that institution e.g., Attendance 

Officer. 

A named school representative will ensure their students' attendance on collaborative programmes is 

monitored on a daily basis by logging onto the CLM online monitoring database. 

School will follow up all unexplained absences and communicate reasons for absence to Nulogic by 

amending the absence to either unauthorised or authorised. Contacting Nulogic via phone or email 

stating why the student is unauthorised or authorise if the school does not use CLM.  

School will respond to CLM register notes about group and individual attendance issues from 

Nulogic/LA and will advise them of the outcome 

The named contact who is responsible for collaborative provision or other appropriate school personnel 

will liaise with Nulogic after 3 consecutive absences (unauthorised or authorised) to arrange an 

attendance review meeting, if required, with the student/parent and Nulogic. 

The named contact will attend the attendance review meeting and agree an attendance action plan and 

monitor for an agreed period. 

 

 

 



 

If student is absent for 3 consecutive absences (3 weeks) the School’s Coordinator will be responsible 

for liaising with parents/carers through their usual school absence management procedures and advise 

Nulogic/LA of actions taken – these can be noted on CLM under Attendance notes or Via 

telephone/email 

If student attends between weeks 4-8 following 3 consecutive absences regular monitoring will be 

undertaken by School’s Coordinator and LA Monitoring Team, and a further meeting arranged if 

required. This meeting will also be used to evaluate what is achievable following periods of absence. 

Any changes to the likelihood of a students achieving their qualification should be communicated to the 

relevant curriculum / exam person in school 

If a student is to be withdrawn from Nulogic course the School’s Coordinator must send a withdrawal 

form. 

Note on Amending Absences on CLM 

The school must amend unexplained absences on CLM to authorised only if the absence would be an 

authorised absence on the school’s attendance system. If the absence was not agreed or the school is 

unaware of the reason for the absence it must be amended to unauthorised on CLM. 

Example of authorised absence - family holiday agreed by school, medical appointment 

Example of unauthorised absence - students missed bus and decided to go home, unauthorised 

holiday. 

 

 

 

  


