
Cirk Hes EOTAS Attendance Policy 

All EOTAS students attending Cirk Hes are subject to this Attendance Policy. The policy ensures compliance 
with daily reporting requirements to the DCPro portal system. 

1. Daily Attendance Recording 

Attendance for each student will be recorded daily on the DCPro portal using one of the following categories: 

• Present 

• Late 

• Absent (with reason provided) 

• Absent (no reason provided) 

Each student will be assigned a Lead Representative Tutor. The assigned tutor will hold an individual teacher 
login for the DCPro portal and will be responsible for the accurate and timely completion of daily attendance 
records. 

2. Absence Procedures 

Where a student is absent for more than 15 minutes beyond the agreed session start time, staff will make 
reasonable efforts to contact the student’s parent(s) or guardian(s) to establish the reason for absence. 

All absences will be reported daily to the EOTAS team. 

3. Unauthorised Absence Monitoring 

If a student accrues three or more unauthorised session absences, the matter will be formally reviewed. The 
student’s Lead Representative Tutor will: 

• Raise the concern internally. 

• Discuss the matter with the Cirk Hes Designated Safeguarding Lead (Rosi Jolly) and SEND Leader (Ross 
Wheeler). 

The SEND Leader will then liaise with the student’s designated officer from Cornwall Council’s EOTAS team to: 

• Review the circumstances surrounding the absences. 

• Determine whether any action is required. 

• Consider whether adjustments to the student’s provision at Cirk Hes may support improved 
attendance. 

4. Repeated Unauthorised Absences 

In cases of repeated unauthorised absences: 

• A written record will be maintained of all discussions and correspondence with parent(s) or guardian(s). 

• A written record will also be maintained of communication with the student’s designated EOTAS staff 
member. 

This documentation will ensure that, should a provision require formal review or potential withdrawal due to 
persistent poor attendance, parent(s) or guardian(s) have received fair and clear written notice in advance. 
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