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Rationale
MNHES have adopted the Arbor MIS to record data. This includes attendance recording and monitoring. Due to data protection, referring schools cannot be linked to this system as they were with the previous Google Drive system. This means that referring schools cannot view day to day attendance of pupils on roll at their school and accessing MNHES. MNHES has considered a procedure for referring schools to ensure that they fulfil their duty to record attendance and safeguard children and young people. 

Legal Duty
The referring school will remain the “Main School” throughout the pupil’s time with MNHES and will ensure the child remains on the school’s admission and attendance register.  MNHES provides temporary alternative provision and does not hold an official admission and attendance register but will record the child’s attendance in a format that can be shared by schools.  

It is the Main School’s legal duty to:
· Record the accurate attendance of all pupils on their school roll within 1 week
· Ensure the safeguarding and welfare of all pupils on their school roll

It is MNHES’s legal duty to:
· Inform the Main School of attendance at MNHES within 1 week
· Ensure that the pupils accessing MNHES are safeguarded in liaison with the Main School

Timetables
· Main Schools are made aware of their pupils’ timetables at MNHES
· MNHES will ensure that Main Schools are informed of any changes

Attendance Coding
· Pupils should be recorded using code K (Present – Attending provision provided by the LA) when they attend MNHES
· Pupils should be recorded using code C2 (Authorised Absence – Subject to a Part-time timetable) when it has been agreed that they do not attend any provision or school.
· Normal coding should apply for any other absences

MT1 Forms
· MT1 forms are not needed for any pupil attending MNHES as it has already been agreed by the Local Authority that some pupils will not attend full time due to health needs
· The evidence for the health needs is provided at the point of MNHES referral

Attendance Recording @ MNHES
· Pupils’ attendance is recorded for every session @ MNHES using Arbor
· Any absences will be recorded with a note for the reason for absence
· As they are part time pupils, the ‘best’ attendance mark for the morning or afternoon session will appear on the Attendance Certificate


Day to Day Absence Procedures @ MNHES
· Parents are expected to contact the MNHES School Office if their child is unable to attend MNHES as planned.  
· The Attendance Lead at MNHES will contact the parent where a child is absent for a session to ascertain the reasons for the absence.
· MNHES will share the reasons for the absence with the Main School when sharing the Attendance Certificate.
· It is the Main School’s responsibility to undertake any further actions in relation to absence as outlined in the DfE guidance (Working Together to Improve School Attendance.

Attendance Information
· MNHES will send to Main Schools the pupils’ Attendance Certificates on Friday of each week (unless otherwise agreed on a different day between the Main School and MNHES)
· Main Schools must use the information provided by MNHES to accurately record the pupil’s attendance register in line with the DfE guidance (Working Together to Improve School Attendance.

Safeguarding
· The MNHES key tutor will email the Main School when a pupil has not been seen within 1 week and whether they have concerns. The DSL @ MNHES & Attendance Lead @ MNHES will be copied in and this is tracked by the MNHES DSL for escalation purposes if appropriate
· It is the Main School’s responsibility to conduct a home welfare check if they deem it necessary/part of their attendance and welfare process
· The MNHES DSL will arrange/request a home welfare check if:
· The pupil has not been seen for 1 week (for pupils with safeguarding risks)
· The pupil has not been seen for 2 weeks (for pupils with no safeguarding risks)
· MNHES request that the Main School inform MNHES when a home welfare check has been conducted and any outcomes/next steps

It is in the best interest of the pupils for the Main School to conduct any home welfare checks as:

· It keeps the link between home and school
· It ensures that the Main School is aware of any issues

If the Main School would like MNHES to conduct the home welfare checks (for example if the relationship between home and school has broken down), a request should be made in response to the email to the MNHES DSL. This will be discussed between the Main School and the MNHES DSL.


Service Manager – Hannah Whittaker	hannah.whittaker@bradford.gov.uk
DSL – Waqass Khalid				waqass.khalid@bradford.gov.uk
Attendance – Melanie Lambert-Crookes	melanie.lambert-crookes@bradford.gov.uk

This document has also been reviewed by John Leese, Bradford Council Education Safeguarding Service Manager and Attendance Lead.
john.leese@bradford.gov.uk 
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