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https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents
https://www.legislation.gov.uk/uksi/2024/208/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
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is Mrs L Noone and she can be contacted on 0121 464 2141
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6.2 Unplanned absence 

The pupil's parent/carer must notify the school of the reason for the absence on 
the first day of an unplanned absence by 9am or as soon as practicaUy possible 
by calling the school office. Parents are expected to maintain contact with the 
school throughout the absence. 

We will mark absence due to physical or mental illness as authorlsed unless the 
school has a genuine concern about the authenticity of the illness. 
Where the absence is longer than 5 days or there are doubts about the 
authenticity of the illness, the school wLll ask for medical evidence, such as a 
doctor's note, prescription, appointment card or other approprlate form of 
evidence. We will not ask for medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will 
be recorded as unauthorised and parents/carers will be notified of this in 
advance. 

6.3 Planned absence 

Attending a medical or dental appointment will be counted as authorised as long 
as the pupil's parent/carer notifies the school in advance of the appointment. 
Parents should show their child's appointment card/confirmation text or email to 
the office staff who will note on SIMS that evidence of the child's appointment 
has been seen. 
However, we encourage parents/carers to make medical and dental appointments 
out of school hours where possible. Where this is not possible, the pupil should be 
out of school for the minimum amount of time necessary. 

Parents/carers must also apply for other types of term-time absence as far in 
advance as possible of the requested absence. (Go to section 7 to find out which 
term-time absences the school can authorise). 

6.4 Lateness and punctuality 

The gates open at 8:30am and close at 8:45am. 
Registration is at 8:45am. 
School registration closes at 9:00am. 

Where a pupil arrives between 8:45am and 9:00am, this will be classed as an 
authorised late absence (code L as per DFE compulsory attendance codes - see 
appendix A). 
Where a pupil arrives after the register doses (after 9am), this will be classed as 
an unauthorised late absence (code U as per DFE compulsory attendance codes -
see appendix A). 
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https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.
https://www.legislation.gov.uk/uksi/2024/208/made#:~:text=11.,an%20%E2%80%9Cauthorised%20person%E2%80%9D).&text=(b)regulated%20employment%20abroad.
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https://www.legislation.gov.uk/ukpga/1996/56/section/7
https://www.legislation.gov.uk/ukpga/1996/56/section/7
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Enclosure:  copy of ‘Leave of Absence Request Form’ 
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