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Attendance Notice 

By law, schools must take a morning and afternoon register and record the attendance or 
absence of every pupil. The Attendance Registers are marked twice each day; at the start 
of the morning session and again in the afternoon. All absences and cases of persistent 
lateness are investigated.�If your child will not be in school, you must report your child’s 
absence. If your child is absent and we have not been given a reason, you will receive a 

text message asking you to contact school. If we still have no response we will then make a 
phone call to try to make contact. If this also fails then details will be passed on to our fami-

ly support worker who may do a home visit if he is unable to make contact. 

Late arrivals 

It is important that classes make a prompt and effective start at the beginning of the school 
day. The Head of School monitors lateness of pupils as punctuality to school is crucial. 

Lateness into school causes disruption to that individual's learning and to that of the other 
pupils in the class. It is of extreme importance therefore that all pupils arrive at school on 

time. 

The school gates are locked at 9:00am and parents are unable to use the gates after this 
time. You will need to make your way to the school office to sign your child in. After 

9:00am, parents are unable to take their child into school so a member of staff will help 
them put their things away and make sure they get to their class. If your child is late after 

9:15am this will be put as an unauthorised absence unless we have had prior notice that it 
is due to a medical appointment.  

When a pupil has been late on four occasions a school late letter will be sent home to in-
form parents of the numbers of times their child has been late. If there is no improvement, 

the EWO will become involved. 

Children’s belongings 

Please ensure that your child has everything they need when they come into school such 
as PE kits, Forest School kits, book bags, named water bottles etc. as it causes disruption 

to classes when these items are brought in late. 
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