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Introduction 

Regular and punctual attendance for TLC LIVE Online School is crucial to maximising a 
child’s academic potential and ensuring the cost-effectiveness of funding from schools, 
councils, and parents. The school is committed to ensuring pupils attend sessions 
regularly and on time to maximise their learning opportunities. 

This policy applies to all students booked for lessons with TLC LIVE Online School and is 
available to all organisations and families registering students with us. 

Attitude to absence overview 

TLC LIVE Online School want to work with families and organisations to provide the best 
education possible for their young people.  In order for this to happen, students need to 
be accessing education and also being in the right frame of mind to actively learn within 
the lessons.  There are several reasons why students may need to miss education.  This 
could be due to long term medical needs, sporting commitments or family life such as 
frequent travellers.  TLC LIVE Online School supports with these needs to enable 
education to be provided to students in these situations.  Where attendance is becoming 
a challenge for students, we will work with the family to put plans in place to ensure that 
barriers to learning are removed, students confidence is raised and the student has a 
clear target of increasing their attendance whilst also supporting them during this time.   

Monitoring Attendance 

TLC LIVE Online School monitors all lessons for attendance. If a student does not access 
their scheduled lesson, an email is automatically sent to the parent, carer, or linked 
contact within 5 minutes. A member of the head office staff will then call the lesson 
location to check for any reasons for absence. This information is recorded and is 
available with the TLC LIVE attendance portal. 

 

Unauthorised Absence 

If a student does not log in for their scheduled lesson without prior warning, TLC LIVE 
Online School will contact the school, organisation, parent, or carer to find out why the 
student is absent and offer support if needed. The lesson will continue and student 
encouraged to arrive late and still participate.  Reasons for absence must be provided 
by families at the start of the school day.  Where this has not been provided, we will call 
and chase for attendance to ensure we have the correct information on file. 

 

Access to Attendance Information 

Organisations and parents can access attendance information via their login. This 
information can be viewed in the student’s feedback or on the attendance report. Live 
attendance information during lessons is also available. 
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 Roles and Responsibilities 

 

 Headteacher 

- Ensuring the policy is inclusive of all students and their individual needs. 

- Keeping up to date with legislation to ensure we maintain our responsibilities and 
provide the best support we can. 

 

 Attendance Assistant and Safeguarding Officer 

- Implementing the policy and procedures. 

- Ensuring the accuracy of the attendance system. 

- Contacting parents daily for unknown absences. 

- Analysing attendance data and collaborating with teachers 

- Reviewing and updating the policy annually. 

- Keeping parents informed of any policy changes. 

- Monitoring attendance and creating action plans for improvement. 

 

Teaching Staff 

- Notifying the attendance team of discrepancies. 

- Monitoring and discussing attendance concerns with parents and students. 

- Initiating meetings to address attendance issues. 

 

 Mentors 

- Discussing attendance with mentees where appropriate. 

- Reporting and logging attendance concerns. 

- Supporting with attendance action plans where required. 

 

 Parents 

- Ensuring their children attend and engage in lessons. 

- Being aware of and adhering to the attendance policy. 
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- Notifying the attendance team of both planned absences and any unplanned 
absences, providing explanations. 

- Updating contact details and providing emergency contacts. 

 

 Students 

- Attending live lessons on time and engaging in their learning. 

- Informing staff of technical issues. 

- Catching up on missed learning and discussing attendance issues with their mentor. 

 

Missing Students Procedure 

TLC LIVE Online School recognises that a child missing education can indicate potential 
abuse or neglect. We will respond promptly to absences and follow procedures to 
ensure the safety and well-being of our students. 

Admissions Register: Students' names can only be deleted for specific reasons outlined 
in regulations. 

Enrolments: Students are entered on the register at the beginning of their first day of 
attendance. 

Safeguarding: Our policy ensures that all students receive the education they are 
entitled to and that their well-being is prioritised. 

Policy Implementation: This policy is implemented alongside our Behaviour Policy, 
Complaints Policy, and Child Protection and Safeguarding Policy. 


