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Purpose 

Liberty School recognises that regular attendance is essential to pupils’ learning, 
wellbeing and safeguarding. The school is committed to promoting high levels of 
attendance and punctuality and to working in partnership with parents, carers, referring 
schools and external professionals to address barriers to attendance. 

This policy also sets out Liberty School’s procedures for preventing and responding to 
absconding. Absconding is treated as a safeguarding concern and requires an 
immediate and proportionate response. 

This policy applies to all Liberty School provisions, including hub-based learning, 
community sessions, forest school, home-based learning and off-site educational 
activities. 

 

Responsibilities for Attendance 

A member of the Senior Leadership Team (SLT) has overall responsibility for overseeing, 
directing and coordinating Liberty School’s work in promoting regular and improved 
attendance. They will ensure that this policy is implemented consistently across all 
settings. 

The SLT lead will ensure that: 

• attendance is recorded accurately each day using Arbor 
• attendance data is monitored and analysed regularly 
• patterns, concerns or emerging issues are identified promptly 
• attendance information is shared with the appropriate referring or home school 

as agreed 
• concerns about attendance are followed up in line with safeguarding and 

pastoral procedures 

Each site manager or senior member of staff, whether based at the hub, in the 
community, at forest school, or working in a home setting, is responsible for 
maintaining an accurate register of pupils attending sessions. 

Where children remain on roll at another school, Liberty School will share attendance 
information with the responsible school weekly, daily, or at another agreed interval as 
requested by the home school. 

Where a pupil has been granted EOTAS (Education Otherwise Than at School), Liberty 
School will share any attendance or safeguarding concerns with the relevant local 
authority and/or SEN caseworker as appropriate. 



The Designated Safeguarding Lead (DSL) will attend Early Help, Child in Need and Child 
Protection meetings for any child open to social care, ensuring attendance information 
is shared with the professionals involved in the child’s care. 

 

Recording and Monitoring Attendance 

Attendance is recorded daily using Liberty School’s management information system 
and associated attendance records. 

• Registers must be completed promptly and accurately for each session. 
• Attendance will be monitored regularly by SLT. 
• Where attendance gives cause for concern, this will be followed up in 

accordance with safeguarding and pastoral procedures. 
• All contact made with parents or carers in relation to attendance will be 

recorded. 
• Relevant attendance concerns may also be recorded within the pupil’s 

safeguarding record where appropriate. 

Liberty School recognises that pupils with SEND or medical needs may face additional 
barriers to attendance. In such cases: 

• attendance will be monitored sensitively and individually 
• reasonable adjustments will be considered where appropriate 
• the school will work collaboratively with parents, carers, professionals and 

external agencies to support attendance 
• safeguarding will remain paramount at all times 

 

Attendance Expectations for Parents and Carers 

Parents and carers are expected to: 

• ensure their child attends regularly and on time 
• inform Liberty School as soon as possible if their child is unable to attend 
• provide a reason for any absence, including medical appointments 
• notify the school in advance, where possible, of planned absences 

Parents or carers should contact the hub by telephone, text or other approved 
communication system on the first day of absence. All information provided will be 
recorded on the attendance register or attendance spreadsheet as appropriate. 

If a child is due to miss a pre-arranged session, for example because of a medical 
appointment, Liberty School will share this information with the referring school where 
required. 

 



Unexplained Absence Procedure 

If a pupil does not attend and no explanation has been received, the following 
procedure will be followed. 

Initial contact 

• The line manager or designated member of staff will attempt to contact the 
parent or carer by telephone call and/or text within 30 minutes of the pupil’s 
expected arrival time. 

• All attempts to make contact will be recorded, including the time and method of 
contact. 

Escalation 

• If no response is received within one hour, staff will attempt to contact the next 
emergency contact listed for the pupil. 

• If contact still cannot be made, the referring or home school will be informed to 
check whether they have received any communication from the family. 

Safeguarding response 

If no contact can be made and the pupil’s whereabouts remain unknown, the absence 
will be treated as a potential safeguarding concern. 

The DSL or a member of SLT will be informed and will determine the next steps. These 
may include: 

• further contact attempts 
• liaison with the referring or home school 
• an unplanned home visit, where appropriate and safe to do so 
• contact with Children’s Social Care 
• contact with the Police 

Where a pupil’s whereabouts remains unknown by 10:30am, this will be treated as a 
significant safeguarding concern. 

Unplanned home visits 

An unplanned home visit may be undertaken where it is appropriate and safe, 
particularly if: 

• the pupil is considered vulnerable 
• there are previous safeguarding concerns 
• the absence remains unexplained for a prolonged period 
• all other attempts to make contact have failed 

The following procedure will apply: 



• two staff members will carry out the visit 
• staff will identify themselves clearly 
• the time and outcome of the visit will be recorded 
• if there is no answer, a note may be left asking the parent or carer to contact the 

hub immediately 
• if staff have significant concerns about the welfare of the child or family, the DSL 

will be informed immediately and Children’s Social Care or the Police may be 
contacted 

Recording 

All actions and attempts to make contact will be logged accurately on the attendance 
record and, where relevant, on the child’s safeguarding file. Any decision to conduct a 
home visit or escalate to external agencies will be documented with the rationale and 
outcome. 

 

Absconding 

Duty of care 

Under Section 3 of the Health and Safety at Work Act 1974 and in common law, Liberty 
School owes a duty of care to all pupils. This requires the school to take all reasonable 
steps to ensure that pupils are safe and remain within the care of the provision 
throughout the school day and during educational activities. 

Absconding is treated as a safeguarding concern and requires an immediate, 
proportionate and well-coordinated response. 

Definition of absconding 

Absconding is defined as: 

‘A pupil leaving the care or supervision of staff without permission, potentially placing 
themselves at risk’. 

This may include leaving a designated area such as school, home, transport, or a care 
setting without permission and without informing staff or carers. 

Liberty School recognises two forms of absconding: 

Internal absconding 

Internal absconding occurs when a pupil leaves the care or supervision of the 
responsible adult without permission but remains within the boundaries of the school 
site. This can present risks to the pupil’s safety and the safety of others and may 
indicate distress, defiance or unmet needs. 



Examples include: 

• leaving a room or designated learning space without permission but staying 
within the building or grounds 

• leaving the main building without permission but remaining inside the secure 
perimeter 

• refusing to return to class and remaining in an unsupervised area such as toilets, 
hallways or field 

• separating from a group during internal transitions and not complying with staff 
instructions 

External absconding 

External absconding occurs when a pupil leaves the school site, off-site location or 
designated transport without permission or supervision. This is considered high risk 
and requires an immediate response. 

Examples include: 

• leaving the school grounds without permission 
• absconding during an off-site curriculum activity such as swimming, a 

community visit or educational visit 
• running away from a group during a walk, trip or fieldwork activity 
• leaving designated school or local authority transport without permission 
• refusing to board transport and leaving supervision 

 

Preventative Measures 

Liberty School seeks to reduce the risk of absconding through: 

• clear routines, rules, expectations and boundaries 
• calm, supportive learning environments 
• consistent pastoral support and early intervention 
• appropriate staffing ratios and levels of supervision 
• individual risk assessments and safety plans where concerns are identified 
• careful planning and risk assessment for off-site visits and transport 

arrangements 
• regular review of support strategies following incidents or changes in need 

Liberty School also has the following security and control measures in place: 

• CCTV systems, in line with the CCTV Policy 
• a fob-entry system to prevent pupils leaving the hub unsupervised 
• supervision arrangements based on: 

o age of pupils 
o ability and needs of pupils 



o number of pupils 
o activity being undertaken 
o pupil behaviour 
o site layout and security 
o any specific identified risks, including previous absconding 

Where a pupil has a known history of absconding: 

• an Individual Pupil Risk Assessment and safety plan will be in place 
• the risk assessment will include preventative measures and agreed staff 

responses 
• off-site visits and transport arrangements will include specific risk controls 
• where staff cars are used, the risk assessment will specify action to be taken if 

the pupil absconds 

For educational visits: 

• the security of the venue/location must be assessed 
• supervision levels must be adjusted accordingly 
• each group must have identified staff leads and specified pupils 
• regular head counts must take place 
• the risk of absconding must be explicitly considered in the visit risk assessment 

 

Procedures for Absconding 

These procedures apply throughout the day and during all school-led activities, both 
on-site and off-site. 

Pupil missing from supervision or setting (unseen departure) 

Where a pupil, present at registration, is later found to be absent without authorisation 
and was not seen leaving: 

Immediate action 

• Inform the CEO or a member of SLT and the DSL immediately. 
• SLT will coordinate an immediate search of the building and known areas the 

pupil may have accessed. 

Site search 

• If the pupil is not located promptly, all available staff will conduct a wider search 
of the school site and perimeter. 



Escalation 

Once the site is confirmed secure and the pupil has still not been located: 

• SLT will contact the Police to report a missing child 
• parents/carers will be informed 
• the referring or home school will be informed 

Extended search 

SLT may authorise an extended search beyond the site based on: 

• staff knowledge of the child 
• known risks or behaviour patterns 
• information about where the child may have gone or who they may be with 

Any staff leaving the site to search must: 

• work in pairs 
• carry a mobile phone 
• remain in communication with the school 

When the pupil is located 

The SLT lead will: 

• determine the appropriate safeguarding response and support plan 
• ensure a detailed record is made on CPOMS 
• update the Police, parents/carers and the referring school as appropriate 
• review and update the pupil’s safety plan and behaviour support strategies 
• invite the home school to contribute to the review where appropriate 

 

Pupil attempting to leave or observed leaving the site 

Where a pupil is seen attempting to leave or leaving the site without permission: 

Initial response 

• Staff should respond calmly. 
• Staff should follow the pupil to the perimeter where safe to do so. 
• Staff should attempt to de-escalate and encourage the pupil to return. 

Risk assessment and intervention 

• Staff should avoid actions that may escalate the situation or increase risk. 



• Active pursuit should be avoided where this may provoke the pupil to run further 
or place them in greater danger. 

• If the pupil is at immediate risk of harm, staff should refer to the Positive 
Handling Policy and intervene only where necessary, proportionate and safe. 

Notify leadership 

• The DSL or SLT must be informed immediately. 
• SLT will direct the next steps. 

Follow and monitor 

• At least two staff members should follow at a safe distance where possible. 
• Visual contact should be maintained if safe. 
• Additional staff may be deployed to support, including use of vehicles where 

appropriate and safe. 

Contact with parents and referring school 

• Parents/carers will be informed promptly. 
• The referring or home school will also be informed, particularly where the pupil is 

a known absconder or the incident indicates escalating risk. 
• A summary of the incident and any recommendations for risk management will 

be shared. 

If the pupil is known to have left the site or cannot be found, the Police will be contacted 
without delay. 

 

Absconding during off-site activities 

Where a pupil absconds during an off-site school-led activity: 

Immediate supervision and safety 

Staff must: 

• ensure the safety of the remaining pupils 
• designate a responsible adult to lead and supervise the group 
• assign at least two staff members to follow and monitor the pupil where safe to 

do so 

Maintain contact 

Pursuing staff should: 

• maintain visual contact if safe 



• use mobile phones to communicate with the group lead and school 

Notify school and emergency services 

The off-site lead must immediately contact: 

• SLT 
• the DSL 

If the pupil cannot be located quickly, the Police must be contacted without delay. 

Inform parents and referring school 

The SLT lead at school will: 

• inform the pupil’s parents/carers 
• notify the referring or home school of the incident 
• share emerging details and outcomes 
• invite the home school to review the off-site risk assessment where appropriate 

Recording and review 

• A detailed record must be completed on CPOMS following the incident. 
• SLT will lead a review of the incident and any associated risk assessments 

before future visits take place. 

Reintegration and support 

Once located, the pupil will be supported in line with safeguarding procedures. SLT will 
assess the child’s emotional needs and put in place a plan to reduce future risk. Home 
school staff may be invited to attend reintegration planning meetings to support a 
joined-up response. 

Liaison with Referring or Home Schools 

Liberty School is committed to maintaining transparent and proactive communication 
with each pupil’s referring or home school. This is particularly important in relation to 
attendance concerns, safeguarding matters and incidents of absconding. 

Attendance communication 

Prior to a child starting at Liberty School, agreement will be reached with the referring 
school about how often attendance updates will be shared. This may be daily, weekly, 
or at another agreed interval. 



Notification of absconding incidents 

Following any absconding incident, and once immediate safety procedures have been 
followed, SLT will notify the named liaison professional at the referring or home school 
as soon as practicable. 

This communication will include, where appropriate: 

• time and location of the incident 
• action taken by staff 
• whether the child was located, and when 
• immediate consequences or concerns 
• any updates shared with parents/carers or external agencies 

Collaboration for risk management 

Following an incident, Liberty School will share a summary of the pupil’s behaviour, 
presentation and any actions taken. The home school will be invited to share relevant 
information about triggers, patterns or strategies that may support future risk 
reduction. 

The pupil’s individual safety plan and risk assessment will then be reviewed and 
updated to support consistent approaches across both settings. 

Documentation 

All communications with the home school will be recorded on CPOMS as part of the 
safeguarding record. Copies of updated risk assessments or multi-agency notes may 
be shared securely with the referring school in line with GDPR requirements. 

Review and escalation 

Where a pupil absconds more than once, or where a particularly high-risk incident 
occurs, SLT will consider: 

• escalating concerns to the home school’s DSL 
• initiating or reviewing an Early Help, TAC or Child Protection response 
• reviewing whether adjustments are needed to the pupil’s provision, session 

length, frequency or location 
• considering whether the placement at Liberty School remains appropriate, safe 

and in the child’s best interests 

 

Recording, Review and Follow-Up 

All attendance concerns and absconding incidents will be recorded accurately and 
reviewed by SLT and the DSL. 



This will include: 

• attendance records 
• safeguarding records 
• CPOMS records where relevant 
• records of contact with parents/carers 
• records of communication with the referring or home school 
• records of contact with external agencies 

Following incidents, risk assessments and support plans will be reviewed and updated 
as required. 

 

Safeguarding and Reintegration 

Following any absconding incident, Liberty School will support the pupil both 
emotionally and practically. 

Staff will consider: 

• possible triggers 
• unmet needs 
• anxieties 
• contextual safeguarding concerns 
• changes needed to support the pupil’s safety and engagement 

A reintegration plan may be developed to reduce future risk and support the pupil’s 
sense of safety, belonging and emotional regulation. 

 

Review of Policy 

This policy will be reviewed annually, or sooner if required, to reflect: 

• changes in statutory guidance 
• safeguarding updates 
• changes to school procedures 
• changes to individual pupil needs 

Linked Policies 

• Safeguarding and Child Protection Policy 
• Attendance Policy 
• Behaviour Policy 
• SEND Policy 
• Positive Handling Policy 
• Educational Visits Policy 



• CCTV Policy 

 
 

 

 
 
 
 


