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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
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The register will be completed by the class teacher or delegated to a specific member 

of the class team.  Class teachers and leaders will carry out ongoing monitoring of 

both attendance and punctuality.  

If a child is absent from school with no reason given, or if a pupil does not return when 

expected to, the following procedure will apply: 

On the first day: 

1. A member of the class team will contact the office to check if a call and reason has 

been received. If no contact has been made a call to parents or carers will be made 

to seek an explanation. 

2. If no contact can be made by 12.00, the emergency contacts will be called. If no 

contact can be made with any emergency contacts by 1.30, staff will visit the home. 

They may knock on neighboursô doors. If staff are unable to get a reply from the 

home the child will be reported as missing from education and a DSL will inform 

social services and the local authority.  

Where a reason for absence is sought and given, the register will be amended to 

reflect this. However, a late arrival after the register has closed will be recorded as an 

unauthorised absence.  

If a child r
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