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17th September 21 
Dear Parents 
Please find below the requirements for our attendance records. This hopefully will help to give a greater understanding of the process for our new parents and serve as a reminder for everyone else.
· If your child is absent please contact the school as soon as possible. This is your legal duty and helps maintain your child’s records correctly.

· Without a call your child’s absence is recorded as unauthorised. If your child has more than 10 unauthorised sessions (there are two in a day) we are obliged to forward all details to the local authority who will then be in touch with you.

· Holidays cannot not be authorised however you are responsible for informing the school as much in advance as possible if your child will be absent from school for any number of consecutive days due to a holiday or travel booked. Please let us know in writing with dates and reasons for the absence.

· We appreciate that children inevitably become ill at times, that unfortunately is unavoidable, and we want to record and support you as best we can. This can only be done with open and honest communication. 

·  Ideally we want to avoid any of the above but should you be struggling we can offer ideas and options to you as a family. If you have any worries or concerns about your child’s attendance, please come and talk with us. We can all work better if we work together.  

Kind regards
Sue Heather & Tracy Gooding
[bookmark: _GoBack]Head Teacher & Pastoral and Well Being Manager     
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