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1. Purpose
First Star Scholars UK recognises that regular participation supports scholars' learning, wellbeing, relationships and progress. Accurate attendance records are also essential for safeguarding, particularly during trips and residentials. This policy explains how the charity records participation, follows up unexplained absence and supports scholars experiencing barriers to attendance. Expectations will be fair, proportionate and sensitive to individual circumstances. The charity will meet attendance-reporting requirements contained in relevant funding or partnership agreements. Related policies: Safeguarding and Child Protection Policy, Adult Safeguarding Policy, Behaviour Management Policy and Equality, Diversity and Inclusion Policy.

2. Definitions & Attendance Codes

Attendance: A scholar is present at an agreed programme session or activity. Late: A scholar arrives after the agreed start time. Notified absence: The scholar or an appropriate contact has informed First Star that the scholar will not attend. Unexplained absence: A scholar is expected but does not attend and no satisfactory explanation has been received. Residential headcount: A check that every scholar is accounted for at specified points during a residential or trip. The charity will use its own straightforward attendance categories, set out in Appendix A. Statutory school attendance codes and school absence thresholds do not automatically apply to First Star.



3. Policy Principles & Statutory Requirements

The charity will encourage consistent participation through positive relationships, clear expectations and early support. Attendance will be monitored to identify possible disengagement, barriers to participation and safeguarding concerns. Staff will consider reasonable adjustments and individual circumstances before making decisions about continued participation. Attendance requirements will reflect the nature of each activity and any applicable funding or partnership agreement. Unexplained absence will be followed up promptly, with immediate escalation where there are concerns about safety.

3.6 The Charity will be transparent with participants, families and staff about attendance expectations, consequences of poor attendance and support available.

3.7 We will apply this policy fairly and consistently, ensuring compliance with equality legislation (e.g., the Equality Act 2010).

4. Roles & Responsibilities
Board of Trustees: Oversees programme participation and significant safeguarding risks through appropriate reporting. CEO: Has overall responsibility for implementation of this policy and decisions concerning significant changes to programme participation. National Director: Oversees attendance monitoring and programme delivery, and acts as DSL in responding to safeguarding concerns arising from unexplained absence. Session and residential leads: Maintain accurate attendance records, account for scholars in their care and promptly report unexplained absences or concerns. Scholars: Are encouraged to attend agreed activities and notify First Star if they cannot attend. Parents, carers and social workers: Will be involved as appropriate to the scholar's age, circumstances, agreed communication arrangements and safeguarding needs. Staff attendance and absence will be managed through relevant employment arrangements rather than the scholar participation procedures in this policy.
· .

5. Attendance Expectations & Recording

Attendance will be recorded for each scheduled mentoring session, online activity, programme day, trip and residential. The session lead will record who is present, late or absent and follow up unexplained absence promptly. For residentials and trips, staff will conduct and record headcounts at appropriate points, including arrival, departure, changes of location and agreed evening or overnight checks. The timing and responsibility for these checks will be specified in the relevant activity risk assessment or residential arrangements. Scholars must not be recorded as present solely because they were expected to attend. Staff will record any early departure and confirm appropriate handover or travel arrangements where necessary

6. Monitoring & Data Management

The National Director will review programme attendance regularly to identify unexplained absences, patterns of disengagement and barriers to participation. Staff will consider the frequency of opportunities offered and the scholar's individual circumstances rather than automatically applying school attendance percentage thresholds. Attendance information will be used to provide support, assess programme delivery and meet legitimate funder reporting requirements. Records will be accurate, securely stored and retained in accordance with the Retention Policy. Any health or other sensitive information collected to explain an absence will be limited to what is necessary and handled in accordance with the Data Protection Policy.

7. Intervention, Support & Consequences

Where a scholar's participation becomes irregular, the relevant programme lead will seek to understand the reasons and offer appropriate support. This may include discussion with the scholar, adjustments to activities, mentoring or involvement of carers and professionals where appropriate. If difficulties continue, the National Director will review the position and agree reasonable next steps with the scholar and relevant parties. Ending participation will be considered only where appropriate, after reviewing individual circumstances, reasonable adjustments, safeguarding implications and relevant programme commitments. The CEO will approve any permanent removal from the programme. Safeguarding concerns must be escalated immediately through the safeguarding procedures; staff must not wait for an informal or formal attendance-review stage. Decisions involving employee or volunteer attendance will follow the relevant employment or volunteer arrangements.

8. Leave, Holidays & Non-attendance by Choice

Scholars should notify their programme lead as early as reasonably possible if they cannot attend an agreed activity. Reasons may include illness, family commitments, holidays, education, work, transport difficulties or other personal circumstances. Staff will record the absence, consider whether alternative participation or support is appropriate and explain any implications for programme activities. First Star will not apply statutory school holiday authorisation rules to its own sessions. Planned absence during a residential must be agreed in advance, with appropriate safeguarding, supervision and travel arrangements confirmed.

9. Reasonable Adjustments & Special Circumstances

The charity will identify and make reasonable adjustments for disabled scholars and consider appropriate support for other barriers to participation. Adjustments may include accessible venues, changes to communication, flexible arrangements or alternative ways to participate. Adjustments may be short-term or ongoing according to individual need; they will not be withdrawn solely because attendance has not improved. Any decision affecting a scholar's continued participation will consider equality obligations, safeguarding and the views of the scholar.

10. Data Protection & Confidentiality

10.1 Attendance records and associated personal data will be handled in accordance with the Charity’s Data Protection Policy and UK GDPR/DPA requirements.

10.2 Access to individual attendance data will be restricted to those with a legitimate role (e.g., programme lead, attendance co-ordinator).

10.3 Aggregated and anonymised data may be used by the Charity for monitoring, improvement planning and funder reporting.

10.4 The Charity will securely archive or dispose of attendance records in line with its retention schedule and legal/funder obligations.

11. Review & Policy Maintenance

The CEO will review this policy annually, in consultation with the National Director, and following any significant attendance-related safeguarding incident or material change in programme delivery. The review will consider attendance patterns, the effectiveness of support, safeguarding concerns and feedback from scholars and staff. Amendments will be submitted for approval in accordance with the charity's governance arrangements.

12. Appendix A: Attendance / Absence Codes (adapted from DfE)

The charity will use the following categories for programme records: P – Present; L – Late; A – Absent, reason notified; U – Unexplained absence; N – Not expected or activity not applicable; E – Left early. The record should also identify the date, activity, responsible staff member and any relevant follow-up action. Where a funder or delivery partner requires additional attendance information, it may be recorded separately. These categories are First Star's internal categories and must not be represented as statutory school attendance codes.

2026 Update – Missing Scholars and Residential Safeguarding

Where a scholar is unaccounted for during a residential, trip or supervised activity, staff must act immediately in accordance with the activity risk assessment and safeguarding procedures; they must not wait for routine attendance follow-up. The session or residential lead will check the scholar's last known whereabouts, alert the National Director/DSL, take steps to protect other scholars and involve the police or emergency services where circumstances require. Appropriate parents, carers, social workers and other contacts will be informed in accordance with the safeguarding arrangements. Actions, decisions, times and outcomes must be recorded. Related policies: Safeguarding and Child Protection Policy; Adult Safeguarding Policy; Safeguarding Reporting and Escalation Procedure; Behaviour Management Policy; Data Protection Policy; Retention Policy; Business Continuity Plan; and individual Residential and Trip Risk Assessments.
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