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ATTENDANCE AND TRUANCY POLICY 
 
Prince Henry’s High School expects its students to attend at all times recognising the strong link between 
attendance and achievement.  Good attendance is key for good learning, forming strong friendships and 
enabling students to take part in extra-curricular activities.  All of these will contribute to the happiness of 
a student at school and therefore one that is more likely to do their best. 
 

If a student’s attend-
ance over the school 

year is 
% 

This is how many 
school days a student 

will miss 

Which is approximately 
this many weeks 

Which is this number 
of missed lessons 

95 10 2 50 

90 19 4 95 

85 29 6 145 

80 39 8 195 

75 49 10 245 

70 58 12 290 

65 68 14 340 

60 78 16 390 

55 88 18 440 

50 97 19 485 

45 107 21 535 

 
A student with a 90% attendance record will miss half a year of school over the five years of their Key 
Stages 3 and 4. 

What We Ask of Parents 
 

 Telephone the school (01386 765588) between 8.15 am and 9.15 am on each day of any absence 

 Send a note on the first day of your daughter/son’s return to school to explain the reason for the 
absence 

 Whenever possible make all medical appointments after 4 pm 

 Do not plan to take family holidays during term time 

 Check that we have up to date contact numbers (home, work, mobile) 
 
The school uses the following strategies to maintain and improve its current high levels of attendance: 
 

 A teaching and learning ethos which encourages all students to attend whatever their level of ability 
or need 

 Celebration of good and improving attendance 

 A weekly check of attendance by the pastoral team and the Education Welfare Officer (EWO) 

 Careful monitoring of attendance by Form Tutors 

 An automated call system for all unaccounted absences 

 Monitoring of lessons by teaching staff through the use of the “Lesson Monitor” 

 Spot checks on attendance at lessons 

 The provision of appropriate support eg, Medical Referrals Team, Educational Psychologist when nec-
essary 

 Home visits by the EWO or Worcestershire Gypsy Roma Traveller Education Team if appropriate 

 Text to parents to inform them of their child’s late signing in 

Requests for Term-Time Absence 
 

Parents requesting absence from school during the normal school calendar must request this in writing from 
the Headteacher.  Under guidance from the government in September 2013 and updated in 2018, all requests 
for an absence due to a family holiday will not be authorised unless there are exceptional circumstances.  
The school cannot condone the loss of educational time brought about by holidays taking place at any time 
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in the school year and the impact of added pressure being placed upon students having to catch up on work 
missed during such absences. 
 
The Governors reserve the right to impose a penalty notice, should it be deemed appropriate. 

CHILDREN WITH HEALTH NEEDS WHO CANNOT ATTEND SCHOOL POLICY 

1. Aims 
 

This policy aims to ensure that: 

 Suitable education is arranged for students on roll who cannot attend school due to health needs 

 Students, staff and parents/carers (parents) understand what the school is responsible for when this 
education is being provided by the local authority 

2. Legislation and guidance 
 

This policy reflects the requirements of the Education Act 1996. 

It is also based on guidance provided by Worcestershire Children First (WCF/Local Authority). 

This policy complies with our funding agreement and articles of association. 

3. The responsibilities of the school 

3.1 If the school makes arrangements 

Initially, Prince Henry’s High School (Prince Henry’s/the school) will attempt to make arrangements to deliver 
suitable education for children with health needs who cannot attend school. 
 
Arrangements which the school could make include:  

 Creation of an Individual Healthcare Plan (IHP) 

 Sending work home  

 Making a referral to the Medical Education Team (MET) 

 Liaising with hospital schools and other agencies such as CAMHS, Early Help and Social Care  

 Agreeing a time limited reduced timetable, following the school’s agreed protocols 

 Creation of a Reintegration Support Plan which may or may not involve the school’s own internal reinte-
gration programme known as The Bridge 

 Providing online lessons via EDLounge 
 
In the first instance parents will be invited in to meet key staff and an Individual Health Care Plan will be 
drawn up in accordance with the school’s “Supporting students with medical conditions policy”. Where pos-
sible the student will be involved in this process. At this meeting a plan for reintegration back into school 
will be discussed with agreed review times. Issues around ensuring the child is being safeguarded will be 
discussed at this meeting. Parents are always advised to contact the school on the first day their child is 
unable to attend due to illness.  
 

 Absences due to illness will be authorised unless the school has genuine cause for concern about the 
authenticity of the illness.  

 The school will provide support to students who are absent from school because of illness for a period of 
less than 15 school days by liaising with the student’s parents to arrange school work as soon as the 
student is able to cope with it or part-time education at school. The school will give due consideration 
to which aspects of the curriculum are prioritised in consultation with the student, their family and 
relevant members of staff.  

 For periods of absence that are expected to last for 15 or more school days, either in one absence or over 
the course of a school year, the school will notify the Local Authority (LA), who will take responsibility 
for the student and their education.  

 Where absences are anticipated or known in advance, the school will liaise with the LA to enable educa-
tion provision to be provided from the start of the student’s absence.  

http://www.legislation.gov.uk/ukpga/1996/56/section/19
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 For hospital admissions, an appointed member of the school’s Attendance Team will liaise with the LA 
regarding the programme that should be followed while the student is in hospital.  

 The school will monitor student attendance and mark registers to ensure it is clear whether a student is, 
or should be, receiving education otherwise than at school.  

 The school will only remove a student who is unable to attend school because of additional health needs 
from the school roll where: the student has been certified by a Medical Officer as unlikely to be in a fit 
state of health to ever attend school, before ceasing to be of compulsory school age; and neither the 
student nor their parent has indicated to the school the intention to continue to attend the school, after 
ceasing to be of compulsory school age.  

 A student unable to attend school because of their health needs will not be removed from the school 
register without parental consent and certification from the Medical Officer, even if the LA has become 
responsible for the student’s education  

Alternative Provision  

Alternative provision can be defined as education for students who, because of exclusion, illness or other 
reasons, would not otherwise receive suitable education (DfE, 2013). Alternative provision for children with 
medical difficulties can be arranged by the school or by the Local Authority. In cases where the child’s 
medical difficulties are likely to be short term (typically less than 15 days) or result in only small amounts of 
school being missed, it is often simpler for the school to make these arrangements. To ensure the wellbeing 
and safety of students accessing off-site provision, with the exception of the Worcestershire Local Authority’s 
Medical Education Team (MET), the school will only send students to providers who are registered with Of-
sted. In cases where the child is not able to attend school for long periods it may be more appropriate for 
the Local Authority to make arrangements.  

Medical Education Team  

In Worcestershire the statutory duties for children unable to attend the school because of medical difficulties 
are discharged by the Medical Education Team. The Medical Education Team ensure that arrangements are 
in place for children and young people who are unable to attend school because of their medical needs so 
that they have appropriate and ongoing access to education. The Team consists of qualified teachers and 
teaching assistants who are skilled in teaching children /young people of statutory school age with a wide 
range of physical, emotional and psychological health needs.  

The Medical Education Team service level agreement and referral form can be found on the Worcestershire 
Children First website:  https://www.worcestershire.gov.uk/WCFEducationServices/info/1/support-ser-
vices/22/medical-education  

Where it is not appropriate or possible for the needs of children with medical difficulties to be met by the 
Medical Education Team and the school has not made alternative arrangements, Worcestershire Children First 
will work with schools and families to agree provision. The school will alert Worcestershire Children First 
when there is evidence to suggest that a child is unable to attend school and alternative provision is not yet 
in place to ensure they access full time education.  
 
Contact will be made with the Local Authority as a matter of utmost priority to ensure there is no delay in 
provision being made for the child.  

Escalating Welfare Concerns  

If an assessment has been undertaken and there are needs that cannot be met by the early help arrangements 
in school then a referral to Level 2 or 3 services may be appropriate. Worcestershire’s Levels of Need Guid-
ance (2019) describes the indicators which may suggest that a child is in need of additional or targeted 
support from services providing intervention at these levels.  

http://www.worcestershire.gov.uk/downloads/file/7962/levels_of_need_guidance_formerly_thresh-
old_guidance   

As with all children, if there is a risk of significant harm to a child with medical difficulties, an immediate 
referral will be made to the Family Front Door:  
 
 

https://www.worcestershire.gov.uk/WCFEducationServices/info/1/support-services/22/medical-education
https://www.worcestershire.gov.uk/WCFEducationServices/info/1/support-services/22/medical-education
http://www.worcestershire.gov.uk/downloads/file/7962/levels_of_need_guidance_formerly_threshold_guidance
http://www.worcestershire.gov.uk/downloads/file/7962/levels_of_need_guidance_formerly_threshold_guidance
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9.00am-5.00pm – Monday to Thursday  
 
9.00am-4.30pm – Friday  
 
01905 822666  
 
Out of hours or at weekends: 01905 768020  

Fabricated and/or Induced Illness  

In a very small number of cases there may be concerns that a child’s medical difficulties may be fabricated 
or induced.  
Parents/carers may fabricate or induce illness in a number of ways:  
 

 Fabrication of signs and symptoms. This may include fabrication of past medical history  

 Fabrication of signs and symptoms and falsification of hospital charts and records, and specimens of 
bodily fluids, including falsification of letters and documents  

 Induction of illness by a variety of means  
 
As with any other form of abuse, where schools are concerned that a child may be experiencing or be at risk 
of harm, advice will be sought from the Family Front Door. In cases where Fabricated and/or Induced Illness 
is a consideration, evidence of medical difficulties such as medical appointment letters and multiagency 
working as part of the child’s IHP will be key.  

3.2 If the local authority makes arrangements 

If the school can’t make suitable arrangements, Worcestershire Children First will become responsible for 
arranging suitable education for these children.  In cases where the local authority makes arrangements, the 
school will: 
 

 Work constructively with the local authority, providers, relevant agencies and parents to ensure the best 
outcomes for the student 

 Share information with the local authority and relevant health services as required 

 Help make sure that the provision offered to the student is as effective as possible and that the child can 
be reintegrated back into school successfully 

 When reintegration is anticipated, work with the local authority to: 
o Plan for consistent provision during and after the period of education outside the school, allowing 

the student to access the same curriculum and materials that they would have used in school as 
far as possible 

o Enable the student to stay in touch with school life (eg through newsletters, emails, invitations 
to school events or internet links to lessons from their school) 

o Create individually tailored reintegration plans for each child returning to school 
o Consider whether any reasonable adjustments need to be made 

4. Monitoring arrangements 
 

This policy will be reviewed annually by the Senior Deputy Headteacher i/c Safeguarding. At every review, it 
will be approved by the Safeguarding, Property and General Purposes Committee of the Full Governing Board. 

LINKS TO OTHER POLICIES 
 

These policies link to the following policies: 

 Accessibility Plan 

 Supporting Students With Medical Conditions 

 Student Discipline Policy 


