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All Parents/Carers

4th September 2025
Dear Parent/Carer

Re: Attendance

Following a recent review of our student attendance by our Education Welfare Officer, we have been advised that our level of expected attendance for many pupils is lower than required.  The required level of attendance is 96%.
We wish to clarify the markings on the student attendance register to assist all parents/carers in understanding the same:-

L
= 
Late until 09.15 a.m

U
= 
Later after 09.15 a.m

0
=
Unauthorised Absence

C
= 
Authorised Absence

B
=
Educated off site

I
= 
Illness

M
=
Medical

Medical evidence is to be provided for all medical appointments in the form of a letter or appointment card issued by a medical professional. This is to be provided to the school office prior to the scheduled appointment, in order for the same to be authorised.

If your child is unwell, the office is to be notified by 8.30 a.m.  If you fail to contact the School, your child will be marked as unauthorised.  If your child has a high percentage of illness, medical evidence will be required.  Until the same is provided, your child will be marked as unauthorised. 

U marks are given when your child arrives at school after 9.15 a.m.  If your child receives 6 U marks within a matter of four weeks, a penalty charge notice of £60.00 per parent will be issued by the Local Authority.

Unauthorised absence will be given if the School is not notified with a suitable reason for non-attendance together with supporting evidence if so required.
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Please note, all register markings from the beginning of this term will be taken into consideration by the Education Welfare Officer.

If you have any queries in relation to the contents of this letter, please do not hesitate to contact the School Office.

Yours sincerely

Kevin Grant

Head Teacher
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