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	Attendance Policy – Queenswood Education Centre & Community



Overview 

If our pupils are to get the greatest benefit from their education through the Medical Needs Teaching Service (MNTS) at Queenswood, it is important that they have good attendance and engagement with the learning offered.  This also applies to pupils taught in their homes and is considered in the context of medical need. 

As pupils grow and prepare for their next stages of education whether that is a return to school, transition to a specialist placement or college, they need to see good attendance as important and valued by others. We will do all we can to encourage good attendance. Where pupils are not meeting our high expectations in relation to attendance, we will put into place strategies whenever possible to bring about improvement.

There is an obvious link between ‘safeguarding’ pupils and ‘attendance’. Pupils with unsatisfactory attendance may be referred to the safeguarding team and considered in weekly safeguarding meetings.
 
Regular on-going communication with the home school is paramount with regard to their responsibilities for education provision, outcomes, attendance and safeguarding for their pupil. 

The pupil remains on their home school roll during the period of intervention with MNTS.


Values, Aims and Ethos

At the core of everything we do is our vision and values.

Our vision: ‘Exceptional Education for Exceptional Lives’ 

Our values:

· Be respectful
· Work together
· Have aspirations
· Show empathy
 
Aims

We aim to enhance educational, physical, personal and spiritual development and well-being, by considering the individual needs of all pupils in the learning environment. By working together as a multidisciplinary team, the service aims to provide a holistic approach to learning. 
 


Context

This attendance policy is written in the context of pupils having medical needs and/or significant mental health difficulties which is likely to impact on attendance. This may be accompanied by additional barriers to accessing education and we work with the pupil, parents/carers, on-roll schools and other professionals to overcome these. We have specialist engagement and transition staff that form part of a strong pastoral team. 

The education offer is personalised for each student and based on advice from health and other professionals and is reviewed on a termly basis or more frequently if required. As such, we expect that pupils attend all the timetabled sessions arranged.


Objectives

1. To ensure that all pupils have excellent attendance and therefore make good progress with their learning.
2. To ensure that all pupils arrive punctually and that they are ready for the transport that collects them (if appropriate) according to their timetabled sessions.
3. To work with parents/carers in ensuring that their child/young person attends timetabled sessions at Queenswood or is ready to participate in education sessions at Queenswood or at home.
4. To keep accurate records of attendance through the Queenswood registers and to take prompt action to follow up absences.
5. To report back to home schools about a pupil’s attendance on a daily/weekly basis. 
6. To investigate and act immediately where unauthorised or condoned absence is suspected or confirmed. 
7. To work effectively with the on-roll school, the local authority (LA), the Attendance Team, and other agencies to follow up attendance issues promptly and efficiently. 
8. To monitor pupils with attendance and punctuality issues closely and to work with pupils, parents/carers and where appropriate, other agencies to bring about improvement.


Background

Home schools refer pupils with a medical need and supporting medical evidence from a consultant/specialist team and is considered by the MNTS Referral Panel that meets weekly. If the referral meets criteria and is accepted, then the pupil is offered an Induction period which involves engagement and teaching. The purpose of this is to check that the child is ready and able to access the education offer at MNTS. If the child is unable to engage with our service and access learning, we will close the case to the MNTS. 

Pupils will be taught core subjects on a Group Pathway in Queenswood. In addition, they may be recommended for and offered some enrichment/wellbeing sessions. Some pupils with particular needs may be on an Individualised Pathway and may be taught for a while on a one-to-one basis or in a small group. Some pupils may be taught in their home or in a community setting depending on their medical needs. The specific pathway that the pupil is placed on is recommended by health professionals in light of the medical need. Pupils may move between pathways. Parents/carers are provided with a detailed timetable on a weekly basis which outlines when the sessions will be, where they will take place and who will be teaching them. 

The pathway offered will have been decided through multi-agency discussions when developing a Personalised Education Plan for the pupil and is reviewed termly or as required. 

Transition support is available when pupils move from one pathway to another or re-integration into school or specialist setting.

We aim for consistency of timetabled sessions and staff, however owing to the nature of our service, we cannot guarantee this.

Parents/carers are made aware of their responsibilities regarding attendance.  Pupils are expected to attend timetabled sessions as this is deemed as an appropriate education provision for pupils with medical needs.  If a pupil is ill, parents/carers must contact Queenswood at the earliest convenience and cancel transport (if appropriate). 

Please email mntsattendance@eastsilc.org or call Queenswood on 0113 3368060. 

Please inform QEC before 8am if attending a morning pathway or 10.00am for the afternoon pathway.



	
Expectations



Queenswood Education Centre Pupils

If a pupil is unable to attend, parents/carers should contact the administrator at Queenswood as early as possible (8am for a morning pathway and 10am for the afternoon pathway).

Taxis may need to be cancelled. Parents/carers must explain the reason for absence.  If the absence is due to illness or some other authorised circumstances, it will be recorded on our registers as an authorised absence.
 
Unacceptable reasons (for example non-medical appointments, holidays, outings) will be recorded in the register as unauthorised absences and reported back to the on-roll school and/or the Attendance Team and any other professional involved. 

We ask that medical/other appointments should be made outside of timetabled sessions.

Home Teaching in the Community

In exceptional circumstances and on medical advice, teaching may be arranged in the Community.

Teaching is offered between 8.30am and 3.30pm, Monday to Friday during term time. We will try to accommodate medical appointments when offering teaching sessions. However, we are not able to accommodate other requests. Parents/carers are expected to ensure that teaching can take place at the timetabled time with a responsible adult present. 

MNTS teachers communicate with admin staff at Queenswood via email and telephone calls so as registers can be accurately marked.

Recording Attendance 

· Teachers are responsible for completing the registers for the pupils taught at Queenswood and the pupil’s home. The registers are marked with the appropriate code. 
· The Attendance/Education Support Officer will make initial contact with the parent/carer if the pupil does not arrive at the Centre at the expected time. 
· Comments/reasons for absence are recorded.
· If we are unable to contact a parent or carer for absent pupils, or if there is no response to a home teacher, we regard this as a safeguarding concern. An email is sent to the on-roll school to alert them and request that they follow their own procedures which may require a safe and well visit.  
· School can access Compass for a daily update on attendance.

The Attendance Officer works with Case managers to continually monitor attendance for their pupils and discuss reasons for absence with them if appropriate, contact parents/carers or professionals and communicate with the safeguarding team with any concerns. 

The Attendance Officer identifies pupils who have unsatisfactory attendance, deteriorating attendance or significant absence patterns. They will support case managers through contacting home, possibly doing home visits, arranging interim meetings and looking to find solutions.  

In all cases, attendance is discussed at each multi agency review meeting (termly or more frequently if required) chaired by the case manager.

MNTS attendance is discussed on a weekly basis, where the MNTS monitoring attendance procedures are implemented (App 1)

This policy should be read in conjunction with Keeping Children Safe in Education, Safeguarding Policy and Behaviour Policy (2025-2026).

Managing Attendance 

If a pupil continues to have poor/deteriorating attendance, we will need to implement a formal time limited process with a view to stabilizing a pupil’s attendance, ensuring that the pupil is engaging with meaningful learning and making progress.  

The response is outlined below and particular actions agreed depend on the individual circumstances. 
Attendance will be regarded in the context of a pupil’s medical need and advice from health colleagues.
If there is no improvement, the case may be closed by MNTS and referred back to school in line with our Service Level Agreement with the Local Authority. This decision is usually made in a multi-agency forum at the weekly referral panel meetings. 

Attendance Management Procedures 

The importance of good attendance at timetabled sessions and the consequences of poor attendance in terms of making progress as well as continuation of support from MNTS is discussed with the pupil, families, schools and professionals at the Initial Planning Meeting. Attendees are directed to the MNTS website to see the Attendance Policy.

Attendance is monitored daily and formally weekly by the Assistant Head and actions considered. 

The following steps may be taken to support families and young people to improve attendance. Please see the Monitoring Attendance Procedures (Appendix 1). 

· A formal letter may be sent from the leadership team reminding parents/carers of responsibilities/attendance required and ensuring that they know it will be the focus of the next education review meeting which may be called earlier than scheduled.
· The pupil’s timetable may be reviewed in light of medical need – health colleagues will advise. 
· A focused, intensive, time limited plan may be implemented, aimed at improving attendance.
· The on-roll school may consider seeking further support for the pupil/family from Cluster/ in school resources
· An Attendance Action Plan (Appendix 2) may be agreed and actioned
· The Attendance Officer may organise an attendance focused meeting involving the senior leadership team (SLT) member responsible for attendance, parent/carer, home school, health colleagues, and the attendance officer
· Targets for improved attendance will be set and reviewed after a set period

If attendance remains poor or drops, the pupil will usually be referred to Panel, the multi-agency forum involving the Local Authority commissioner and representatives, where a decision may be made to close the case to the MNTS and/or additional support/strategies advised. The on-roll school and parents/carers are informed immediately of the Panel decision so there is clarity in terms of responsibilities in terms of education and safeguarding. The case manager or transition staff may be involved in supporting the on-roll school, pupil and parents/carers in planning the next steps in the event of closure to MNTS.

It is important that we use the policy to support our actions but consider actions in the context of the medical need and in liaison with the multi-agency team.

MNTS Monitoring Attendance Procedures QEC and Community Appendix 1
IPM – Parents/carers and young person made aware that MNTS expectation is that all sessions are to be attended




Weekly attendance monitored by  MNTS Attendance /Education Support Officer





Young person is not accessing full offer.



MNTS - Support staff make phone call home by Friday if the student has not attended and update MIS.



Attendance continues to be monitored  by MNTS Attendance Officer and shared with support staff in the weekly meeting





MNTS attendance letter will be sent home to parents/carers 




No improvement within 4 weeks – Attendance plan initiated (site lead/case manager). Meeting with parent/carer and young person






Attendance not improved -  case taken to MNTS panel




Attendance improved – continue monitoring attendance weekly 




Appendix 2

	Attendance Action Plan

	Date of meeting

	Name
	
	Case Manager
	

	Current Attendance (including time frame)
	

	Target Attendance
	

	Issues presenting
	

	Impact on Education
	

	

	Agreed Actions

	Action
	Who is responsible?
	When/how often?

	




	
	

	





	
	

	Next review: 
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